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tbeg (GAOIOP-910) 
or can be obtained from your division or office system coordina~. 

lIWOmce~fP0licyusestheautomatcd !5ystgm to quickly communi- 
cate new or rev&xl policiis or pnxtduns. Therefore, sMfshould 
frequently view the recent chsiges module of the syst+ to,ensure 
that they have current infirmatiOii when researching Gms guid- 
ante. Byusingthesystem,wecanupdateGAO’s@uidant$ina 
timely manner. Periodically, printed copies of alkof the changes will 
be made available. 

. 

Filing Irlstmctions 
Remove the following mat4zrM from the GPPM: 

l Table of Contents, pages xix, xx, and xxi 

1 
l chapter 17.0.. 

insert the following material: 

l Table of Contents, pages xix, xx, and xxi. 
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Genbal Policies/Procedures, Manual i 
I’ransmiti Sheet No. 4 

Intr&x%ion 

(.‘, .:,: j.?.,,, 

and4w2).Thesecbangesaffectthecunduct0fperf~ce 
aulfitdevpluatinsand~cial~cbspter40higNightsthechanges 
whicharedesaWdin@+atbdeWlin~4.2and4.3.IuI@ur 
cbnnges ime not niadh to clwpter 4.1, ‘oincrol Starukk’ 

AutomkMPolicy 
Guidance System 

,. 

Filing Instructions Bemove cbaptem 4.0,4.1,4.2, and 4.3 of the GPPM and hat the revis& 
cllaptels 4.0,41,42, and 4.3. 

.-- 
Also remove the cument Table of Contents andinsertthe Table of E 
co- dared September 1995. 
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revision incorparaks the changes made by cads job procd reengineering 
aor&&. ‘_ ..’ 

/., I .,. 
I. 

‘1. 

,’ 

6.now contarr;s’& 
t i&ions. “Seam 6.0~ Overview of the Job 

Management Recess” ,$iefly describes the seven gates ohejob 

l shouca kansthatht@ianceis&pectedunlcssthereisanasanablc 
basis for departm Su& departus aretobedocumented. .’ 

Complian~e’With Geierally ‘he reqhed activities and the use of the tools in the job managemeni 
Accepted Government processhiipcnsure~~jobsanincompliancewifhGAGAs. 
Auditing~dards 
(GAGAs> .; ._‘, ‘:.,’ :. 

Key Job Meetings The job management proce qkourages the team to hold kcJr meetings 
t&oughout the job to share! information and obtain input and buy* kom 
scakehold,ls on the 

l jobdcsign(scedesign~in~c63); 

/ ‘.\ 
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l ~~mcanS~oomiplibncc-ismo;ndatoly.ThedinctwofplanniagPad”’ 

~y&“gp@fJqpf&pf$ onstousingthejobmsnsgementprocess 
poli&s&nd pro&&e& &d si& ‘keptions must be documenmd. 

. ”  l Ma~meansthstthisisagoodpractice butcomplianceisoptionaL ’ ,( I. : ‘. 
._ ,:. ; ,, ./ 

Compliance .With General& 
Accepted Government 

The preparaion, rwiew, orgakiiion, and retention of worm in a 
manner~~ttrrrithepoliciesajndproced~containedinthis 

Auditing Standards chapter will help ensure that ~~ojobs sre in compliance with gene&y 
.accepted govemment auditi@standards (GAGAS). ‘. .. 

Key Requirements 

Wlgt Must Workpapers 
contain? 

‘he dupterusesthetermwor@ape~~tuh&de sllrecordspreparedor 
” ~colkctedinttreprocessof~ a job or supporting ajob’s kIing$, 

conchsions or recommendations This usage of the texm is consistent with 
GAGAS. Workpapers for a job must contain the evidence for the work 
done to address the job’s objectiw&);,as well 8s the evidence for the 
lindings, conclusions, and recommendations. The workpapers for a job sre 
confined in t&Job Management and Fkoduct FUe and the evidentiaxy 
61es. The Job Management and Product File replaces the Master Product 
Folder and the Bve file, bundle, or binder. (See pp. 11-2 to 114.) 
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Remow dupters 110 through lL2of the GPPM and insert the xw&ed : ; 
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Also move pages xiii-xvi from the Table of Contents and ins&t revised 
pages. . 
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WI&e1 Pexfoxmanc~ 
Measures 

uo-level perfomaance measures will focus on (1) GAO's service to the 
Congress and impact of work, as quantBed by hancial benefits, 
~on&u@a!qomplishm~, testimoxiies, ed recoiiihexid&ti~ns 
implema (2) the elMen* of GM workprocesses, as measured by 
product output, on-time job deliveq, job dumtion, and job co5t; (3) t&e 
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Gate Requirements and Flexibility Options 
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-ofEnd~T~oftheWock _' 

OBTE-4uMloNS 

iZE3DOmY / 1, 
PUODUCT~ 
PRODUCTDEWERYDATE(s) 
SP&CUL coNDmONS 
EFORlTNGONJOBSIATUS 





TEAMWORK,,OUESTlONN+lRE , .,. I .I. 

&pondix6.O.lXzTumrr#k OURStiMfWif8 

(1) Tumwork Pimoneiorq as 
Rdatidtothk Spoclfic Job 

$2) .YoLtr Perceptioq ‘, 
I. ; of loamwork .‘, 

~thmiil~fel&~~ 
dhtomkn Butkould o$nfWy 8fhct 
job eommltmmb kin f&o)?sd,$t lhb 
wnr? c 
~‘yu8’or=n8-J ‘. 

l., cloer, dud goelr-, - Yw ;No 

2. Fkxlbk rokr rri(h char -YU -No I, 
.-a- 

,, 
3. Support, colkborrtion, 8oopebtlon, VW -No “’ 
and oommlbwnc 7 

4. 6flocUw co&municatio- - Yo8 -No 

5. Racognltion tar 8antrtbutiofm.--. - YW -No 

6. Rwpect tar hditidurl dlthronoos -Y# -No 
8nd hmpor8on8 dyn8mlcx 

7. A posltirr krmhg l nvtronmon- - YW -No 
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Chmtu 64anning and Managing Jobs 

Section 6.1: Job-Screening Gate ’ 

l the’- orswpe qe unclear (question 2); 

l W lacki +wr, Aegal access todara (question 3); 

l insufEci* resoytm will be available (queshn 4 ); 

l kk&geable stk will be unavahble(question 5); and ! 

.’ 

l other y)lities (iinqwW gurcrpl office orsisterageacy) are or should be 
doing &is job (Teaion 6), 

. _ I... ,,, _^ .,, .: . _ ,. 

., Thescjobareen&questio~aredirecWdat~orwn~that~ 
~cnOtonegotiszchvisionstothercqucstordeclineordeftrtht 
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Acknowledging Written ~tu~~~nccmcs 
CongressionalRequests 

awr&encongressionalrequestandss&nsitto,an 
approprhte.issuc srea (usually~~ 24 hours), the rcsponsibe issue m 
direct&ordesigneeaclatowledgastherequesLEachMemberwho~ 
therequestlettershouldreceiveaseparateacknowledgment 

Occasionally, OCRassignsreq~~~&ilityforacongre&~rcqucWfo 
two or more issui areas and des@nues the lead issue areareqx~~%le for 
ac!atowledging the request ‘Ibe lead issue area should provide a copy of 
the acknvledgment dticumenradion, either&e let&r orthe congksionaI 
conmctmenwrandum,totheotherpatic@ingissueareasaswellassrs 

Aclcnowiedging Oil 
‘ongressional Requests 
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slmegic Priorities 



l Identi@iag @ends with 5saL budge-, or overt&k cokquences for 
gcwenunentTheextent~whichthepotenMjobmqydiscem~dsthst 
couldposemqiorproblemsforthe govemmentunless~~oni6 

takevuchssin~rrtssde4ingwithSnimcislserviceindus&yreguMions, 
healthcarecosk, sthtchtdarrt defense prowrem- ornuclearwas& 
disposst. 

Job Compendium Criteria Onccthtirmwueastailde~thcrclcvanccoftht~jobf~ 
accomplishing so’s mate@ priorities, they consider ttut job’s 
sip-in terms ofthe followingjob compendium aiterk 

l Congwssional~Theextentto~chthepokntialjo&-rphichis 
de6nedasananti~rapest,mumnti~rrqutst,ora 
congnssionalrnandak(scatutorgnqrrirrmtnt)--isofkrtvesctothe 
-an= 



.  



CJwWr 64anning and Ihn@ng Jobs 

Section 6.2: Job’Mc&tance Gate 

formal&not&d ofjobacceptancetbrohghas&atanahf’or 
co~entlet&r. 

P 
d 

l *qe thc’job s&i&@,for congressionally requested jobs. Either (1) draft 
.’ ,, i istati&& 02intin~‘iikluding the time requirements to compkte the. 

: 

dlsignphase, cir (2) d&de th proceed with prepahg a commiunent 
.: le. .I ., 

,. 
l obtair;““““““““““eniwitlith’ l rquesterand,iftheagencyhasnotyetbeen ii 

., hyohw$xioti@theagencyofthejob. 

The team should also begin considering the components of the design 
mau% th6 project phi, and the product development and review (PDR) 
pian TIic desighktiix and projectph-~ are prepared at the job 

,. .’ ..: ‘. dcsgncammianCntgate;aprehhwyPDRphn,begunatthejob 
design-cohmi~ent gate, is pripared at the message agreekent gate. 

: Thcsctoolsarrused~~o~thejobMd~das~. 
‘, : ,’ 

‘. 

- ,  , .  - .  . , .  “ .  
:  



HowAreStaSand 
Eqkt Siakeh~lders 
hvolved and Jobs 
Coordinated? 

cool-dhting with others 



--, 



~&-&UT&UTJOb8 . 

. 

A 
How Is Job Wk ‘Themull amuses job riskeces, policy, or other concerns that 

Assessed? 
~couldp~mtcting~bime~d~cseimatesinproducingabighquality 
pKKkt-bydiscW&@andaMIRtringthe24-edqu~onsin 

‘. thejcib aeemnenttoal (sek app&.o.Rr). Examples of possible &kin&de 
i’ne~audcqnplex~kklogy,staffunavaiMil&,and excesskjob 
~*job:~ entt&olautomatkaRycalculatesarisklcvclfartk mm,m;cdirmr,‘m . h@+hs&ontheanswexstothequesU~But 
thete+nninlsis*ju~entrbotltrisklevel,weighhlgrll~thst 

kould&cttheteam’s~toineettimt,cost,andqua& 
comun@iW’lhtcarapltteiijob assaanent is inchIded in the 
- ,l. 

.’ 
_, 

HOW Is aMitigation. 
Plan Developed? 

om”waytomit@teriskisforttieteamand managastodecid- 
swb factas as complexity, sensitMty, and timeliness-on an appmpriatt 
level of managed phtikipation For example, higkisk jobs may require 
enmsivc parIicipalion bymanagexg low&A jobs may require l= 
partic&a!ion by manage& ikhuhng~fewer revi- 

What Are the Job At the job acceptance &atc, the team decides either to prepare (1). a 

Strategy Alternatives 
statement of iknt to provige for a design phase, dtrring which sufkient 
informa!ion is obta+l’to plan‘s conunhxqent letter, or (2) pro&d with a 

&the J&Acceptance ~u\tleaer.Inthecrwofaco~~rcqucstoraA~ 

Gate? 
mandPtedjob~ahquestcl,the~doflctartheteamchoascs 
depends on two WEZ hti much is known about tlie concerns to be 
a+ssedandthe answexstothejob-asmmmt questions 

F& a basic, lesislgtivc rcspansibility (BLR) job, a le@slatMy mandated 
job for which there is no speci& requekter, or a job of shoi-t dti (less 
than 50 staff days), neither a statement of intent nor a commitment kter 
is~Howcver,suchjobs~o~dalsobewJ1plannedMdd~ 



cost e&da&and completi within esuUished’time &xune~ For such 
jobsrtbtJobstartrsOftrrrcur(Jss)papeRoorkisuptdto~~Md 
communi~inf~ontodivisionortopmanag~ (_-I ,I j ,, ,.i- 

Thtte&i$Ep&eki~~*f~lettertotherequeaterwhentiK 
jobwillrequUe.apaickIoftimeforjob dcsignl’%ispeziodoftimewiIlk 

. thejobquestionsand 
,, 

j. l the#meneededtoaur&teth+des@nwork 

projected completion .date for the entire job will ,be pnwided. (Seeapp. 
~O..Mfar~arinrplc~dan~~fora~f~ 
~.)Tocstimuc,f~tht~tof~thetimeclsoPJlrs ‘, 
rreorrmsncedcdtoconrpletcthtdcsign~~thcteammagdcprlapa 
Prsjcctplnn(discusscdin#cs.~O~d6~.IhtnndfaaMdthcieacl~ 
detailin the prujectplan depends on the job’s resource Went,: 
c0mpkAty, and risk; and the team’s prior eqkknce. 

Deciding to Send the 
Commitment Letter 

The teqxn -decide to send the commitmentletrer (committing GAO to 
prwidingaspecifUcproducrbya~datc)tothe~~~o~. 
kuingastatementofinten~whenthetesmiscertainofthejob 
queslions, methodoiogy, and time ties in these casesi the time for&e 
job.de&!npi+eisabb@ated 

Completing a commitment lette+without astatement of m be 
mostappropxiste for jobs that 

l &vequick&nekunesw$thspeciCcjobqu~onr; 
,,. .., -. 

. ~~~q&l&&acc&&~~~ 



communi~.Its 
Decision to the 
Requestef and the 
Agency? 

thejob. I)rtringthemceting(s);theteam should discuss&d obtain 
agmment on the cortynts ofthe smtement of intent or on the decision 
-procnddired@toacommitm entle@er.‘Ibeteamshouldalsobepnpprcd 
toexplahWspolici* dischhgtherequ~‘snsxne,informing 
agencyofficlslsofI#lucst~~outauditsorevsl~nsand 



Communications,” provides geneml guidance on the m oE&ese 
1-l 

‘,i” 

coxnpletes the inputs for the Mission &signment Tracldnb Sykem (MATS) 
and Job Star& Sohare (ES). When a job is not accepted, tie team 
should ensure that the assigned job &de is closed and not rewed. But 
when a job.& defeqed until some later date, the code may remain open. 
Defemls mugt be documented in an OCR niemorandum, which should 
include an es&a&d time tobegin the job. (See the GAO manuals on MATS 
and JSS.) In addition, the teah shouid use the Dhctor Management 
Infomifion System (DMIS) to track progress in meeting ifs internal 
schedule for moving beyond the job acceptance gate, 



\ 

Relate&m . 

OlisSaiu, ‘-~ofWorkrrIaclividuslAgcncics. 

JSS &b Stat& &&rare, Version 2.0, User Guide, July 1993. 
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Design-Comment Gate 

GAO’S pdiw is to (1) d&gn and plan the job so that it is methodologically 
i, sound and.@ in&de major details of the job in a comm&nent’lew to 

,’ ‘b-Ieque. 

l .,, C#%ain#&ceholdw~bgQn on the design ma&q usually during a design 
rupqmEt 

‘The~drould~~thtjobdcsilplincludcsstcpsnccessarpto 
camply~gencrplYrrcceptedg ovemmentauditing standards (GAGAS), 
suchwevkQsofdata~,mansgmanarganentw~hpaf-~ 
audits, and intemaI conwols in GnanciaI audits (see ch. 4, %twkds-). 
Thete+pshouldalsoupdateilssnsmrstothejobgsscssm entqueiaions 
and the Ask mitigaion plan.In addition, the team should continue to 
prepare the product dwelopment and review (PDR) plan 

What Is the Design 
M&LX? 

The design ma&ix is a tool to help the team and other stakeholders 
(1) conceptu@ize andpian,t&ejob and (2) mmukzize methodological 









Ihc~otwitforthepro~phn~notprwaibd, buttheleuelofdetailfor 
dcpcribing the aictivities and tasks depends on the job’s’resowce 
invrstment, complexity, and xi4 and.the.team’sprior experience. ‘l’%e 
softwamis4sonotpm&bed,butthetearnisencoumgedm’~ ” 
MsRojc,ct (be rpp. 6A.V for an exam& ~~aprojectpAa+) 

What Is a Design 1 
Summit? buy-in from stakeholders on the job d&gn. Most, if not all, stakehold- at 

theded~summitrPillha;vebccnirnrolved,tosomecncnf,indwtlopingo 
design xnauix and the project plan; their input should have been 
incorpo~ in the drafts of these documents Thus, the design summit 
should focus on (1) enswingthatthe design matrixand theprojtctplan 
are am@ae and (2) reaching final agreement on them (See app.6.3.1 for a 
list of the requirements for pregwing, conducting, and documenting the 
meeting, as well as suggestions on who should attend,) qftcr the dcsigr 
summ~tkissue~dinrcturwdekgnee,*~ando~ 
S~initidthedisig~,indicrrtingcrgraemmt~the 
job deign, in&dkg thepn&ctpkm 





Measures Does the 
Team Use? 

Befog mying bey&d h&j&b dcsign=commitment gate, the team uses one 
processm- Fo~thejobwithast&ementofintent,thexneasureisthe 
di2rucncc,indays,bctwcurthc~datethattheteamcompietcdthc ‘\ 
commitment letter and the projected d&e, identified in the statement of 
intent For the job with a conuni~ent Ietter, but no sratement of intent, 
the measure is the ditf~nce between the date of receipt of the requak$ 
and the date of the commitment lettq for this kind of job, GAO’S goal, on 
avcrage*~~days 

Asa#condproccssm~,theteammayuseabricfqucstionnaircthrt 
measures the extent of teunwork &hieved. Team meti, may complete 
this quedionnaire and @ve it to the ass&ant director (see app. 6.O.E for 
theques9o~).Theassistantdirrctarmapsherethelrsults~tht 
issuearea~directoranddivisionmanagers 

ln addition, the team should use the Director Management InformaWn 
System(DMIS)totrackprogressinmkingitsintermdtied~efor 
moving beyond the job desi&commilment gate. 



ReMed Products 

other ChaptminThis yBa!3icGAoob~’ 
IKand 

4,5radank’ 

9.1,‘proctdtircsforDevelopjng~conclusions,~clns#’ 
mul bfaaers for CongpmioNil considerptioa’ f 
10, %&aLodol&~ 

/ 

otherPublications Assessing Comglisncc Wti Applicable Iaws and Regulaions (GMYDP~.K)., 

AssHing htailal contrdsin PaforInance Auditp(GArppcl.4). 
. Alsseagthe’Reliabillity of coxqmer-- ma (GAmP4us). 

. . 
DaIgmng Evallialions (-10.1.4). 



PreparingfortheMeeting Beforcthesum&,theteamprovidesalls&&eholdexswiththepcztirwnt 
documenta!ion,whichmayindude 

l mectingpurposc, wada, =dlcngul @W; I 
l \ list of the stakehoJdas and t@+elephone numbaq 
l ~estletter,ocBmqn~ -tojob-entquestions,andridr 

i 

V&P!=& 
l dniftufthe~designrnawixandpxvjectplsn; 
l dmftpqxluctdkvdopmenttidreviw(PDR)plan’ 
l my~dRhsar~~~of~fforcr;amplc,theobjcctmcs,scape, 

an! methaiol~ sec!itxq and 
‘0 dmftofthewIIRmim\uIslet&. 

:onducting the Meeting l The issue area dire&or or designee reviews the PAL, assigns arecordcr, 
and reviews the job lKiWSRWWtMdliskmitigatiWpbUl. 

. St&holders comment on the design maaix, indudingwhetheritrefleck 
the dimensions of quality and indudes GAGAS requkm~ 

l RccordanacStheke~poinesraiscd,~~~~md~~” 
l At the end of the meeting, the nzcorder reviews the m@or decigions to 

ensure common undexstanding of the job de&n 
l Th+issue-~rPpprwcs*rojcctplan~dupdatesthcPDRphh 
. Theissueanadinaor~d~consultwiththedivision~ 

Documenting the Meetbig ; Completed design matrix, initialed by stakeholders 
l Rev&d prajectplan, job assessmen& risk mitigaiion plan, or PDR piah 
l Dmftofth~cmnmitmentIetter,ifused 
l Completed teamwork quesaionmim 
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Chp=6-P1Pnningand Mana@njz.iobs .“, 

Section 6.4: Message-Agreement Gate . 









tnt~~~f~,~~~tchange~ch~sthc#thatludstoa 
d&y 

-/ 
l of 30 or rnonz calendar iays, the team prtparts an armndfntnt to the 

comtnt laztr or 

l ofl~than30dags,thetcampreparcsamemorandwrtoOCR~~tht 
isjutuea~randpppraved~~thedin&orofp~~dnparting, 
indi~titnvipcd~~daDc .: 

Similarly,iftherrquesweskrforachangetoahearing~,thtkam 
pi a m~kaidum to OCR &urn the issue arta dirextor or designee 

When a dtlayis caustd for the rtasons dtsaibtd abovt and documtnted 
accordingly,mtetingthtrtvhda@eed-ondthrydatewiUbc 
considered an on-time d&try-which is one of GAO’S pe&xmance 
measures (set stcs 6.0 and 6.7). 



Related~Matexials 

Oth~ChZptiedIlThiS 
Manual 

co; %tand@d5-Poli~ summary. 

8.1, Tokting Evidence. 

9.1, Trocedures for Developiqg Fjndings, cOnclusions, Recommenclati~ 
and Maxters for Congressional Considmtion” 

11, -Iyohpapxc 

13.0, %xpawiNPoli~ summary. 
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A&endix 6.4.k 
.OptionaIMessage 

sealnholdcrsl-ensurethstthejobisontargct~.~~~oO8 
mepning[ul and xquntable message 

check :- , .I .,,’ * J’ 
hparingfortheMeeting “’ Bef&e&nweting,th~tiiahprovidesaIls@eholdaswithper&mt 

docmuattation, wbkh may include 

l ’ mcethngmw=, ~gcnda, and l-~@ (PAL), 

I 
l jobassessmentandrisk~onplan, 

. designmat& 
l Projcctptm, 
l comentletter, 

l productdevelopmentand review (PDR) plan, grid 
l dmft~includingaproposedm~i . 

~~~Issuc~~~ordcsignct~~thePAt,~a~~,snd Gil2 
reviewsthejob assessmentandxisk&ga,tionplah 

l Shkeholdersjxovide conqwntsonthe match beenjob queshns, 
de&n, data collection, and possible message. 

l Stakeholders review and upda& the PDR plan 
l Rccordvnotcsthektypointsraiscd,agmm~reachtd,andhvisians 
l To ensure common underszmding of the possible message and ~~~MWIY 

a@usanen&, the recorder reviem the m@or decisions, 

Documenting the Meeting l Updated PDR &n, for example, the Mnd of draft mateMs needed for the 
messageagreementmeeting. 



&qmuJix 6.4.n: 
MesSage Agreement 

cdl&owe team, issue area dhctor or designee, and expert 
stakehold- agreement on anappmpriatc message, sqqxnuA by 
~evidence For particularly sex&he or complex jobs, division m / 

bwbtiig the Meeting l bsuc~dkectorordcsilprte~e~thePAL,~arrcardu,Md 
reviewsthejob assessment and risk mitigation plan 

l Stakeholders pxwide comments on the message, including whether it 
rcfic&stbequalitydimtnsionsandrcquindGAGAs. 

l Stakeholdczs mview and update the PDR plan and pmjectplan 
l Rtcordvnacsttiekcypointsraistd,~~~nached,~dnetdcd 

XWbiON. 

l To ensum common understanding, the recorderrrviews the m&r 
decisionsaxIivedat. 

Documenting the Meeting l Memorandum documenting (1) stakeholder agreements on the messa&? 
and support, (2) any nu#or aress of dhgreement and proposed resolution, 
and (3) wxiting assignments and other PDR de&ions 

. UpdatedPDRplanandanyotherreviseddocuments 
l Completed teamwork questionnaires 
l Completed stakeholder~ent questionnaire. 



:  
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-eWer 6-g and Managing Jobs 

Section 6.5: Issue Area ApProvd Gate 

n / 



To e&hntly index and mhrence the product, the team may use GAO’S 
ind~andreferencingsystem6iitheLAN.Thison-hesg&cm 
(1)providesunifonnityand (2)makesindexingandrcfvcncingeasictand 
faster. (Forinmuctions, see ao’s’Guide to On-line Indexing and 
Referencing for Wdows,’ GAQ~ Guide No. I-95, May 1@5.) 

A 
What Is Comment Con~stakehold~reviewcxptditrsthejobproc~btcause~ 

&&holder Review? 
stakeholders reviewahd#rmmint kni the dxaftatthk same lime rather 
thansequentiaUy.Inconcurrentrwiew,theissueareadircctoror 



To e5ciently resolve WI&&, espe&llywhen the wxqenk c@kt 
with one another, the team may hold arcvicw znucyit$ith the teak, &sue 
area director or designee, &id other tieholders partic@aBng. The iss&e 
areadirector,inwnsWuionwiththeteam, decideswhetherareview 



. 
. 

When Is Issue,Area 
Director Approval 
Given? 

Tonrchthispoint#teteamincorpo~anyagreedanchang~6ronrthe 
~e~amunit,iheld,in~thcdraitoncC~changcsaremade~dtht 
draft is referencbd, the idime area director should approve the draft for the 
Wpe of division tcyicolr identikd by the product deveiopment md review 
~FWan. When-the &aft is sent for division review, any sakeholder 
diifuurocs~o~bcnatedThtdraff~to~&akcholdcrsandthc 
issueareadirectorshouldbexetainedinthewor~ 

Whm+ Drntbaa3 VVAkebA AUL- 
Measure Does the 
Te&Uge? .* 

beyond the issue areaapproval gate. 

. 





4 
Appendix 6.5.1: 

. thbbmdy4etaPm;lssuesreadinctordtdesignee,and~ 
Review summit ~ sakhdci crs-rcSOhrcarreconclle outstanding tzarunenta on a drait, 

cspccisllywhenconunentsconflict~oneanotiter. ,. 

preparing for the Meding Upto~weekM~theme&ng,theteampxovidesstakehold~withr 
copyofthelatestdiph 

Atlaszl*bgotetm~~~~~~~~ 

l meeangp~8geIu4andl~ ~ 
. listoftheisskstbtneedrisoiuti~and 
l reviseddm&ifpcssible,which~anychangesb8sedom 

ctutuhm’ 

hxhting the Meeting l lssueamadbectorordesigneemkwst+eagendaandassignsareuard~. 
. Smkeholders~~~and~toresoivethcaL 
6 Ikcorder.notestheagreem~~atdrmy~Missu~ ’ 

Documenting the Meeting Thctcomincorporatcs~~n~inthedraitIfsomeizrsues 
~notrcsohr+d,theissueanadirrctormaydccidetomctt~llRiththt 
stakeholders or to approve the draR, noting the lmmdvedissueswhen 
thedmftissentfordivisionn9iew. 



- 6dannin~ and Managing Jobs 

Section 6.6: Agency Coinmetiti G&e 





bw Are Agency titearn~~tbrtthc~en~arothvpprricscrilc&cdprovide 

amnients Obtained? w~~onthedrpitorallyorin~.Agencgcomm~h~cnsurc 
thut the dmft is as complete and objective ~,possibk Forolargemmber ., 
ofdrahr,mrrl~~~MedCtctivem~ofnducingthetiri?eif ,.. 
takestoobtPinandPagen~conuknts‘inthedr& W&&n ” 
omnmcnts,howtw,ulcusually~~~whenthcisRles~~~ 
orco~,whensigniflcant~ent~~~Wis 
msikingnsikingde=ranging recoxnmendiuions uvthe ag&y hcpd’ or the 

., 
Theissue~dirrctorprovidesthchcadoftheagcncgwiththr!drahrmd 
atrensniteel’Ictta,~~dthv(l)ameefingtoobEainorplagarcg 
comments or (2) M?%n agenq wnunents by a speki@d date, not to 
exe+ 30 days (The CM, ch. l&11, provid& sample tiansmirtol kttkk) 
When oral comments are’appropriate, the meeting should genemXly take 
plnce~Zwcelrrofthtdateofthe~~lettu.~eissueuea 
dire~~driissodatcdirrctorjhould~d,~ongwithoth~tepm 
members?heissueareadirectorordesigneemustensurethotthe 
agen~s~orql comments arr accumMy retarded Therefore, the teain 
shtiuld document the& comments and obtain agency ag&ment’(A fu! 
discwsionofthepolicyandproceduics8stopgenq commcntsis 
wntained in the CA& ch l2.11, *Agency Comnqs~ 



’ I“, 



Chmter fSl&ing and Mm@ng Jobs 

Section 6.7: Product Is&lame Gate 
. 

‘I* 

Policy “I ,, 
and (3) appropiate follow-up actionsarephned. I 

.Aithoughpost~ cepcpionstake@aceafterthejobis6nished,plans 
foith~,acMnsare developed when the productisissued. 

Incorporated 
Drafb? 

Into i@ica!ing whetherthqagency ageed with the facts, conclusions, and 
rcCominendafions, and (2) not overgenexaking agency positions The 
agencyco~en~shouida&o~retainedintheirporkpapem @ee 
comrlumi~onsManual (CM), ch 1211,UAgency conunm”) 

oncC~~eagurcy~entficuc~w~~,theteamobtainsand 
documents sfakeholder agreement on changes malting kom these 
comments; The Ofke of General Comsel (ooc), asweUasother8lTected 
divisions and 05cies that are notinciuded as sfakeholders, should a&o 
hvicwthefinaldraitMd~the~ofarm124,’~Rcport 
cl-k statement” (see cl& ch 12.13, m!ming Product QuaiiQq. The 
~~y~thep~byusingthestcpsfollowcdcarliu:in 
concrnnnt&akcholder.&ew and xesolutio~~ The team then imxpomm 
anyotherchang&ndfokrdsthedmfttotheissueareadkectorand 



WhatArethe 
Post-IssuanCe 

l pKwi~~eedbackon~perf~cc; .1 

l eng&ngthatwo&papersarecompletedandorganizcd;~ 

l ensuring that 851 effecbve plan for follwlng up on product 
x+conuk~onsiscseaboishcd,ifspprop~ 

l reporhgdctomplishm~and 







I  

thechangewascausedby(1)therequesteraskingforasigniG~ 
chang+or example, in job scq@-or (2) for BLRjobs, the 8!sis&nt 
comptrol&rgeneralasidngforasign&mtchangeorhdincCing 
resources to ahigherprioxityjob. (See set 6.4) 

.~. I 
RelatedMater& 

otherchapteIsofms 
Manual 

8.2, Tbcedures for Becoinmendation.Follow-up.’ 

8.3, Procedures for Accomplishm~t Repwing* 

11, woapape& 

/ 
(J 

haptersin’the 
qlImm@ioIls Manual 

‘i211, %gency Comments 

l213, %rsuhg Roduct Qu8iiw.” 

K14, Tmmsingand D&rib- GAO Roducrs” 

GAoorders 

24302, l Annual Assessnent” 

b 
other Publications vk3ualcGmmunicarionsstandardsManuaL‘ 

I 
Thmwork for Mamging the New.Job ROMS,” April 1996. s 

. 
GAO Forms 66, *Follow-Up on GAO Repart Rccommen~on~” 

82, l Accomplishment Rcporf’ 

l2$~Repcnra~ce~~’ 
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Obt&& Acceu to InformatIon 

A 

Appeimm 

Ei@orcenient 
fi()vi&O~Of. ,,: 
Se&h 716 tif : ,/ 1 _, 
!tItJe31dftiie’ ‘, 
U.S;.,b& .: : ” 

,.. 

.(a) ‘Each 8gUrcy shall ghki*e Compiroller G&ml informalion the 
Com&dler Ge&d~bquirdaboutthe duties, powers, activities, .6moR r..d h& tmnsadons of the agenq. The 
Compeller Genkal m@ ln+ct an agency rbcod to get the 
lnfomatioti This subsq$ion does not apply to expenditures made 
iii&r ,&tion 2524 oi 2526(e) of this title. 

. ‘(b)(l) Wh* im agency record is not made available to the 
Coniptroller Genexil F a’re8sonable timq the Comptroller 

‘, ,“Generalmaymakeatfflittenrequesttotheheadoftheagency. The 
~~shallstaitetheau‘ihdiityforinspectingthereoordsandthe 

I reason for the in$ectW The head of the agency has 20 days after 
recelvlng the r&pest t& respokd. The response shall describe the 
record withheld, and the Fn the record is being withheld. tithe 
Comptr&r General is not given an opportunity to inspect the 
record within the 20day period, the Comptroller Generai may file a 
repoit wlih the Presidizik, the Director of the Office of Management 
and Budget, the Attorney @emI, the head of the agency, and the 
co-.. 

‘(2) Through an attorney, the Comptroller General designates in 
writing, the cOmptrdler General may bring a civil action in the 
district coti of the U&xl States for the District of Columbii to 
req+re the had of the agency to produce a record- 

‘(A) After 20 days after a report is filed under pamgraph (1) of 
this’ subsection and ,’ 

‘(B) Subject to subsection (d) of this section. 

‘(3) The Attohey Gene& may represent the head of the agency. 
The court may punish a failure to’obey an order of the court under 
this subsection as a contempt of court- 
: “. ’ . s- : . 

‘(c)(l) Subject to subsection (d) of this section, the Comptroller 
General may SubpoeW a record of a person not in the United States 

F%ge xl-17 . PolicierlRocedure#- Novqn~ber 1992 
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Chapter 7.1 
;oladdng Accem to Iafonlutloa 
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Gomnmen; when the record is not made available ta&e ‘.’ 
Comptroller General to whichthe Comptroller Gen@ has acck by 
~worby~~tofthatpersonfromwhomaecessis-~ A 
subpoenash+Uidentify.therecordandthea@xuityforthe 
inspectionandmaybe~~~the~rn~~~~~~~~. 
ComptrollerOeneralmayhrnte~individuPl~a~~~’~~d~ 
this subsection by deliver@ a copyto the pk&Mmed-in’& , 
subpoenaorbymailingacopyofthesubpocnaby,~~or registetedman,-receipfrequested,toe~,p&& 

.,princip$pIace~fbu$n~~fthepemon. &ofofsenkeisshown 
byawsifiedktumbytheindividualsen4ngthesubpoena~statcs ,. 
how~,mrbpQena~.,,~ or by the retum receipt signed by the 
person.serwk 

‘(2) ‘~a-~regidink~~~~~ordoingh~~ina~~~ 
district refuses to com$y with a subpoena issued under paragraph 
(1) of this~~bsectionj the Cqnptroller General through an attorky 
theComptrokrGeneraldes@ateinwriting,maybringaciviI. 
actionin~,~~court~rpquirethepeRontoproducethe 
record. The ,cqgurt has jurisdiction of the action &d may punish a 
fa;ilurf! ,E obey an order of&e court under this subsection as a 
contemptof &urt. 

y(d)(I) The Comptroller G&neral may not bring a civil action for a 
record withheld under subsection (b) of this section or issue a 
subpoena under subsection (c) of this section if- 

“(A) the record &ted to activities the President de&gnaw as 
foreign intelligence .or counterintelligence activities; 

‘(B) the record is sp&il@y exempted from disclosure to the 
Comptroller General by a statute that- 

. 

‘(i) without discretion requires that the record be withheld 
from the Comptroller General, 

1 
‘(ii) establishes particular critezia for withholding the record 
from the Comptroller Genti, or 

‘(iii) refeis to particular types 6f records to be withheld from 
the Comptroller Gene or 

.“(Cj’ by the 20th day &er a report is f&d under subsection (b)(l). 
of this section, the President or the Director certifies to the 
Comptroller General and Congress that a record could b 
withheld under section 552(b)(5) or (7) of title 5 and disclosure 

November 1992 
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reasonablycouldbeqwtedtoimpairsubstan~the. 
opaations of the government 

: 
‘(2) ‘lhe President or the Director may not delegate certification 
mderpamgmph (l)(C) of this su@ztion. A certification shall 

I include a complete explanation ofthe,.vns for 9. certifications I.,., 

‘(2) The Comptroller ,$?nA &dl keep information described in 
section 562(b)(6) of tiqe 5 &At the Coinptroller General obtains in a 
~thptpreyMfs,~~~invpriionsofpersonalprivacy. 

‘(3) ‘l’lais section doe$ri@t autho~~ix&ormation to be withheld f& 

.’ 

.  

.  

Polici-uruMulMl November1002 
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Sample Letter 

Mr. RoboIL Valoae 
Dlrutor 
Sywsms. Prowam oiticm 
x325 &8t-ve*t 4ughuay : 
Roam 11400 p 
Sllrrr Spring, w 20910 

.Deu. Hr. valono~ 

Ml8 lotter ro8poW to yoaCconcwr18 about our Office'8 
rwiw of the Mvancod voathu lnterbctive Procesring SystA 
(AWIP2) pr0cprxnnt. Tou tuve l 8ked that our staff memker8 
8lgn l conflict 02 lnterest/nondi8clo8ure agreement before 
being given aem88 tc cm-in l cgul8ltlon lnforrcrtion. 

Wowvet, the General Accounting Office's ststutory authority 
for l CMS to.agency rocordx, 31 U.S.C. Sec. 716(e), extends 
to any “infom8tion . . . &out the duties, pouers; 
l ctlvltie8, organlutlon, and fln~nclel transaction of’ 8n 
agency. Thl8 include8 agency procurement ncords. In light 
of our Offlce*8 sututoay bccasa right8 our goneral polley i8 
not to sign nondi8clo8ure or ofher sgreements a8 4 condition 
of getting the l ca88 tc uhlch ve sra-ontitled. 

Ye nevrrthelmss spprsclste thei l cw of the Lnfometlon that 
ue will review 18 considered sensltlve in forms of the 
conduct of. and the capetltlon ln, the procurement. We 
therefore polnt out that there sre, in fact, certain logal 
and policy rsstrictione on our disclosure of records obtained 
pursusnt to our l ututory suthorlty. Pirat. our l ce88 
ststute, st.31 U.S.C. Sec. 716(e) (11, r8qulro8 III to 
maintain the 8au lwel of confldentlallty for the &ord as 
18 roqulred 02 tbe heed of the agency from which lt 18 
obtxlnmd. 

lurthmr, Goner&l Amounting Office officers snd oaployoes, 
like all faders1 officon ssd smployoes, 8re precluded by 19 
U.S.C. Sec. 1905 frar dlrcloring proprletxy or business 
confident141 itiforutlon to xny extent not authorized by law. 
Although this prcrcrlptlcn does not preclude diiclosure to 
the Congr.88, our Off&e’8 policy 18 to respect businesa 
confident181 lnforvtlon and to protect the ccapetltlve 
posltlons of lndlvidrul cmpsnles in a unnu consl8tent with 
our reporting re8ponslbllltlos. As 8 goneral mstter, we 
therefore will exclude proprietary or confident&&l hriness 
information fra dur repoa8, and irute8d trsnsmlt it 
sepsrately. Where 8uch l .ti~namlttal 18 ude, we alert the 
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Chptcr 7.1 
Obtaining Aceem to Information 

report recipient to tha l uitlritl of tba cOntome W mwu 
of an l pproprtate lqmd oda8tsp that tarthor r810880 uy k 

'proRlblud by AS U.S.C. We. 1909. 

U8alro~pprociat8 yoarcon~~ab0mtmland&u8at 
confllcu of intoreeu ktu0.n ynt aploym88 l ndtho 
00qb8titon in th0 l eq~18ition. u8 point mt ttm ail 
profo881oMl 8mployo8s. of (RT Offlco.Isl 9rw.8 OS-f and 
- l m r0qUiZ.d t0 fii8 UUUUl fi-141 dl8cb8llrr 
staomonu. llorwvu, our employmu are uotlonea, tbrouph 
ourpub118iud pollyon ap1oy880tua ala conduct, that-the 
8Ubd88iOn Of a flmncU1 bi8clo8ur8 8mta8nt domS not 
r8118V8 WI 8mployw of t&lo rosponslbllltY to dlsqullfy 
h1U81f or bW88lf ftor any urignmmnt that coafllcu~u1th a, 
fiilUACi~l Or OOn~fiO8#Kkl iOt8m8t. Uld t&t th8 fact tb4t 

l l illt8r88t 18 8lOt rrporub18 dO88 IlOt DUO thU it 18 IlOt 
l U8~Optlbl8 Of @iv* tl88 to l ConillCt. 

we tm8t tJmt th8 abov0 lnforutlon -888s your concem8. 
However, if you kovo any qu88tlon8. PA8880 ~11 Mr. Jerold D. 

our Offlcm 02 0lmral Cmw1881, at (202) 

and Econopic Dvvalopm8nt Xntomtton Systems 
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chapter a0 
collectiog Evldeaee-Policy smmmuy 

AU stt@membem are respomle for developing weJl supported and 
comhclng evidence. 

Ra$immm are responsible for hecking the support for evidence In 
termsofGAo’~standardsandforamringthatsigni6cantque&ons 
arereso~orcommunicatedto~authorlbies. 
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cnapter&.l 

Collecting Evidence 

Policy GAO’s policy &i to obtain and pment persuasive and convincing 
evidence @ support of its findings, concl&ons, and 

Apes of.,E@dence The four types of evidence used to support GAO’s fmding~, 
doncltions, and recommendations w ,’ 

l physical, 
,’ 

l .t&&n&&l, 8. 

l d&umentary,and : 
,I 

l analytical. 

Physical Evidence 

. 

Physical evidence is obta@d by direct inspection or obsetion of 
(1) pe6ple, (2) prop&& or (3) events. Examples of physical 
evidence include observing inventory taking; counting &ash and 
bone ,obkving mikary equipment testing and examining other 
govemmerit z&set& such as motor vehicles or buildings. 

, 
Meeting the standard requires making the inspection or 0bsenWon 
at a t&ne and under circumstances that ak repmntative of the 
activiiy, property, or events. It requires recording the inspection or 
obse@bn 5 a fy+ that ktablishes its competence in a convincing 
way. In cextam cases, corroboration by documentary evidence is 
essential. For example, observed construction &gress at a site 
aliegedly owned by the auditee mm be corroborated by such 
documents as contracts, 
tit@. 

insurance policies, permits, and pro$erty 

_, ..- 

Teskno&l Evidence ‘. Testimonial e&e& js information obtained from others through 
interviews or written responses to inquiries, e.& questionnaires. It 
is frequently obtained from the following sources: 

November 1992 



Chapter 8.1 
Colkcthq Evidence 

Documentary Evidence 

l agency and umhzcw employees: The knowledge and views of 
employees are an important source of information for many GAO 
=a9JJ-- 

. 

. . l -bmdicrcmGs Federal agencies’ expenditures are 
direc&@toactdevingc;ltllinresulswith*~toparticular 

qgroups of beneficMes The experience and opinions of those 
beneficialiesareoft4?!nanimportant-,ofinfoxmati~ 

. ‘..,. , 
.* mandtGsubn& GAO’sassignme&scov&awide&eof 

highlyco&kxte&niaaiandscientificsnbjectareas, ‘Attiks,GAO 
staff~llities in etertah areaneedtobesupplementedbythose 
of consultants~or &perk 

. 
i OUtem For example, individual citizens may provide leads in or 

evidence of a particular condition or deficiency. 

l &e&l ~ fin- testimonial etddka Fhequently, GAO 

uses secondary data collected by federal agencies and other entities 
to identify pegram beneficiaries. Special ckums@nces arise when 
the collecting agency provided pledges of confidentially to obtain the 
data from the recipients. While GAO generally has access to this 
information and is bound by statute to maintain the same level of ._ ‘\ 
confidentiality asthe originatmg entity, GAO should consider (1) the 
entity’s actions in granting the pledgeof confidentiality and (2) the kid 
needs of the assignment objective(s) before detexminmg the most 
appropriate method of operating. 

GA6 sta&sho&l de&&mine whether the assignment objective(s) 
requires access to specific personal identification data or whether 
other alt&native rn- would satisfy the objective. (For additional 
infonnatiop on the special considerations of using Secondary data, 
see $3.8.1~12.) . 
Documents may be generated by an agency or a contractor, or they 
may originate with suppliers, program beneficiaries, or others 
external to the organiz@on being reviewed. When documents to be = 
used as primary evidence are the product of au organization’s . . 
accounting, adminiitive, or management system, ~intemal controls 
should normally be reviewed and tested. 

Examples of documentary evidence include correspondence, 
contracts, agency files and records, laws, regulations, audit/ 
evaluation reports by G+O and others, internal management studies/ 
evaluations, automatic data processing tapes, maps, charts, and 
graphs. 

hge 8.1-Z PoliciccllRoccdlucs M8nud Novemlier 1992 
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, r  l ,.l!ndllclen~ .; ’ 
‘:^ :‘. “.I 

.,’ llhisstandbiappliGstaaUtgpesofevidmce. Itmustbemst 
8.. 9lzg@l&OfcLssigmncntdGsignrnIhemethodsusalin~t~ 

,.-_ ’ / 
d 

ue#ikatiotL, oranal@s. 
“. ‘(y j .‘ “- ‘.,, . 

lp rare cases, the best evidence reasonably available may not fully 
‘.,. ’ meetGAO5:standard. Such evidence may be used in GAO products 

.<: ~ifit@mi+i&are~appropriately disclosed, but generally no 
&ncl~ons oi’rebminehdations should be dawn from it. Also, 

/ ., ,. .‘, ,aa~inust,betokmtol,~tirat~evidenoeisthebesta~~ 
anil that limitutians on its competence and sscfficiency do vwt 

: _,: : ” : :;“ , ‘~ j :,~u&5*:usefulness~~~ ‘,, 
: ._I , ’ ? ,, ‘, ,, ‘.. 

’ ‘hcburden of es&Ming the reliability of evidence is on GAO 
,I, : GAO holds exit ron&ences’&nd obtains comments on draft tepbns 

L A j’ to versfy,facts a&the implications that flow from them. Those ,” ;- ~approaches ar&a key part of ensuring the accuracy and validity of : ., &da-.. .(, .‘,. ‘, >,, 
_, ,; : “..‘. -” . . y, .. ” ~/ ’ _ 

Competence ; Cox@et.ence ,is the iriherent souiidness and credibility of evidence. 
In assessing competence, the key question is whether there is any 
reason to doubt the evidence’s currency or authenticity. 

: Cotipetence can bk .furthered by ensuring that,the evidence was I, 
” obtaitied by :effectively ‘applying .professionally accep&a .._. .l L... . ,... j,: ‘-. niethodo!bjjy aW6r wasprowded bjt a laiowled&abli, experienced, 

reliable, indepenbent, and unbiased source. 



i 

., ,, 

Chpter&l " coucctino E*ldence " ., Y:.: " : 

,/ 
,. ,I 

Factors +o+derin assess& competence follow: .,. ., . _. .,/^.-..‘\,~, ;,, .. : 
l Was itob&ined ~tiril&b+E?dgeable, ezperienced, reliable, 

ind~cie$ and unbhbeg source? ,__‘., .,: .‘.. 1; ; ,( I.. ,- <I,:,, 
,O Wps.it &tained ihiough&kopriate audi&valtion methodology? 

@& &. lo;; .a~&odol+p) ‘:; 
;,i , i ,,. ., ./ ,.y;. i.,.“/.. ., _,;.. r..._~,..~. :::. 

l Is t&e any resson to doubt its &enw or authenticity? 
L_.ii., ,.. -‘. L. _I ,+,..., :.,,.,,., ,,. 

Corroboration ~bo~~&usidto~thc~&of&d+a?by 
obtainingpd&~on&9kience. combo~evi~cecenbeofthe 
same type (eg,, the iestin#ony 0Cmore thsn one,involved peps@) or 
a different @pe (e.&, d&um&ats ,mmpared with testimony). ?Within 
the.limits of time and murces, corroboration may include testing 
competence by using an altemati~ design or an akmative data 
collection or anslyais kth&L 

-Et?&lUZSlWUldbl?aonrD~- ihemisoreasontodoubt 
its ualiditp orst@ii. Corroboration should be considered, 
even when credibility does not seem questionsble, if psrticular 
evidenceiskeytoaihiing. ’ 

.I. ,, : Q , ; : 71:. ,; ..w’, 
, Examples of corroboration follow: 

.a, : - i , .~ 
l halyticsl or documentary evid&nce can establish the veracity of sn 

agency officialk testimony~that patjents’ average length of 
hospitakation hss in&eased. (Appropriate anslysis of documents is 
usudly better evidence than an individual’s views or memory.) 

,. ., 1 ,_., ‘9 I ,e., 
l Theamountoflossaswrtedby~’ msuranceclaimcanbeverified 

bycompsrison with inventory re$ords and by physical inventor. 
_, / I<:’ 

l The validity of sn uxisigned cop;of a contract obtained from 
agency flies csn be established by reviewing the official contract file, 
discussing final contract negotiations with the contmcting officer or 
hi&her technical representatkq’and comparing it with the original 
signed copy. (Staff should remain alert to the possibility th&t 

I 

documentary evidence offered to them may not be accurate or I 
complet,e.)~ ,” 5 ,‘:. r :, ..’ 

; I. ; 

Relevince Relevance involves the relationship of evidence to its use. TIce 
iqfimnatti usedto pmve..or dispnwe an issue must haue a logical, .i 
smsibk&itkmship~to fhat issue. 

.,_: ,- .’ 



kh&et 8.1' " 
"Uectlag EvAdence 

. “ , .  

Zbe sssi@wnt objecriva(s) and thb p- rise 4f evidence t6 
kpportfindiir&s.s the basis for d&t&M@ reltitx Ife&dence 
does not l&p t&&et the assignment objective(s) kr &,clesraruj 
demonskablekay, Et,& not nhyant and should not be i&uded ss 
evidence. 

establjah~ by multipi~ +~wons to -d-effect 
relahon@~.~butab~e to,~omplex national programs based on 
effectively d&signed and ~plemented Satistical inference and 
quanti~tecbniqu~., : 

&le evidence &st be conviM& it need not be @tally 
indisputable. &&c&g evidence is costly and should be done 
prudently. 

The Relationship of The stanqlards of cdmpetence and relevance require that each’piece 
r-=-n+--, Relevance, of evidence be a&id and &gral part of a framework within which 

Icy 
flndhgs, conclusions, + recommendations are develop;ed. 

‘,. 

The standard of sufficiency tests whether there is’enough evidence 
within that framework t+ provide convincing support for GAO’8 
communication product. Taken together, the standards of 

I coqqetence, relmce, qd sufficiency test whether rqders will be 
cozivinced..~ th~:-fag@an~ conditions described are real and that acti.n or; GAo;‘s -J&g;~aom is need&l. 
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Physical Evidence 

‘considered in det&nMngwhetherthatstandatdis met for each type : 
of evidence.’ 

1 
The competence of physical evidence de$ends on such factors as 
a wher& and how’fhe inspection or observation was made and 
whetherth~msnn~inwhi~itwasneconkdf8Myrepresentathe 
factsobsenkd~,,&afJs@ouldsatis@th~thateachobservation 
was ressonably rejdienti of the condition obsen& For 
~l~ifanobservato~isintendedtobe~~ofa i L 
normal &mdition$uufahouid make sure that observations were not * 
made at pe&or~slti‘&e$ods. Care should be taken to ensure that a ’ 
nonrepresentative “show” was not put on for GAO. i 

. ,’ .’ 

may need to be Iinked to other evidence. For exsmple, assume that ,’ ‘an auditor/evaluator obsimes a project under construction. The site 
is a ‘beehive” of activity, snd significant progress is evident A / 
prominen~sign clearly identifies the site ss the auditee’s property. 
But ti:it?The visual evidence should be linked to documentary . 
cviden~ithcts, +wurance policies, or building permits-as best 
evidence of ownershif.i. ki, B 

I 
When ph@cd evidmce is crsticrrt to the tsssignment oi@ctiue(-s), ’ 
crttempts should be mude td minimize the likelihood that it could be 

I i 
thdle&d. This may be done by having another GAO staff member 
or an agency or contractor representative present when the 
observation is made or by authenticating the manner in which it was 

* recorded.- 

In some circumstances, it may be useful to ask an agency or 
contractor representative to signify hi&her concurrence in the 
observeddescriptioir~of people, property, ‘or events. 

. 

phrsical evidence can be recorded ss memorandums, charts, 
photographs, maps, or samples. The form in which it is recorded 
should norm&y be the one that best establishes its competence and 
is most convincing. For example, a clear photograph or a videotape 
showing storsge boxes ob,btmcting access to a fire extinguisher 
-dearly and convincingly demonstrates a fir&ighting obstacle. It hss 
i far greater impact than a written description. . 
The competence of physical evidence is enhanced when the . cummaances under which the observation was made are clear, e.g., 

PolicitJRoetdmcr MaxImal November I@@!4 1L / 1 



Chapter&l 
collectlao Mdvp ._ 

. 

. * .e. 

tih& and tihe the photogrqphwas taken, the camera angle that 
was~sn~‘anyspedal~cesimrohred. .;. .j .I, ,,. ._ ‘;, 

Testimonial Eviknqe lbbebarpstsnt, +&umM~must alxudely~ti &&Wrosth’ ,. eqenmd, qual~~amidinxt@involucd 
.yf!f?fe;; : ,I, ‘: 

In GAOYs work test&my is y+ved orally (Sh or : 7. t,hj&& ih@ews) Or by,written response (e.g., @mtionnaires). 2’ ,‘.,,” . . . -.,t ,-:j, .\ _- I .,( &&&Y& oy+i~ss:ob;taini4.&&& the ~~ dtestimonid 

evidence depends tii ik&&kqmndent &ctorsz 

-i j$@+&~f+& J&&&t~dpcrceptidnqrequiredt,o 
detefinini&e ~pr&i&te piople td be interviewed. For example, 
‘@e ,@A w,$ pe+i% lrj a @igh-level agency or conlractor position 
@e+noi $+@ *e ct&qi&mce of the information f&Wed IW 
shema.ybe~~inthe~ionormayotherwiselackthedefaliled 
firiti&d’kxi6wl&ge that a &ordinate might have. 

; ~.&inj&lo&i$ itid& &h*&;*&.being 
+zwiewed &peli pie+ of ,~o~dentialky conceking4nfoiination l,L ‘?’ ‘. ‘Wy &ovide. 
unless spe$fl~ qpq+ hss + obtained. Chapter 7.1, ‘Obtaining 

M shotid be taken not to extend such pledges 
,. ,, ,, .: A&x.+ tq Info@&+,” disdusses when such pledges can be given. ,’ >.; ‘,.. 

,. i’ ‘:P&mmal and pqftiimd T&W&~ When their testimony is the 
primary or sole suppoti’for a finding conclusion, or 
~qup~d+ion&q reputation of consultants and experts in 
techi@ @iid scientific +rek must be careUly determined. This , de@m@tiFq @d.ixicluqe their professional credentials, 
‘mgrmbership snd’role’in profe&ional associations, publications and 
the manner in which they are @eqred to, and professional 
kolleagyt# opinions +iein. 

.I ndependencetzn;llackofbicrsintheoutcome: Whensnofficialor 
sq eti&jree m&G, statqnen& that are adveme p his&r employer, 
cse sh&ld ti t&en to minimize the potential for retributim ,, 1 

Establishing Competence . ,, CornpetMce Can bqestablished by the following meansz 

l Cize,in the seiectiim of those&nn whom tesihnonry is soughf: 
Sti sh&&d detkrkitie thkthose who are supplying-information 
have petirdor ex#ert knowledge of the matters involved When 
sn interview& speaks for an organization, care must be taken to 
erkurk that h&lie k authckized or in a position to do so. 
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Chapter8.1 
Colle Mdence 

l i&mi&ztCgfd oqwh(ci testimony is basedz This cm be 
done by geiting the tkstimony of others who are familiar with all or 
some of the information an&or by comparing the testimony with . 
documentsor.other fox& of evidence. Ifco~boration is not 
fea$ible, the prod&should disclose the vurce of the eviderice Fd 
the reason it was not corx&orated. 

a ’ . A8agmnd des$gq Foi example, when the views of a 
represe&ti* n&iber of a; large universe of persons ,m sought to 
estab~rc~ndition, appropriate assignment design can help ensme 
competence. :.. 

When informatioy~ is obtained by written response; competence is 
highly dependent oxi’the &u$hodology used, e.g., the effective’design 
of question+res. WeIldesi~edquestionsarealsoimpo~tin 
inter&w kituatio~. But,i&rviews, particularly those that are face- 
t&f- pede an ad$tional basis for judging competence, e.g., 
demeanor and body language. 

EstMishingReliability Ways in which an inmewee might show reliability include 
of witnesses 

l reciting facts or other info&ion that is known to be valid or 

l frankly acknotiledging that some questions cannot be answered 
immediately and promising to obtain and provide the requested 
information or refeklng the interviewer to other knowledgeable 
pensons. ’ 

Convemely, ifan ikerviewee provides inf&mation known to be 
erroneous or not current, the reliance that can be placed on other 
information he/she provides is seriously impaired. 

Significant factors that cause sC+ffto believe that evidence is credible 
or not credible should be d&ailed in the workpapers. 

It is necessa7y to ensum that testimony critical to ajhding cannot 
be @&ive@.repudiuted. This is perhaps most &ly whev 
statements made may be @eked by the person making them as 
contrary to his/her best interests. Steps to pF?ent po&sible 
repudiation in&de having @vo people present during.= intikiew, 
,having the interviewee initial the accuracy of the interview writeup, 
or ob&ing p+mission to record the interview. 

when appmpriate, the tedimony of mom than one knowledgeable 
person should be obtuined to ensunz a balanced and objectiue 
perspective. 

Prye 8.1-8 Polki-durea Manual November 1992 
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~cmal guidance onphnhig, obtain@, and documen@w 
tejtiinonid e&kn& ia in&+er lo. n\ar chapkr diSCUS= various 

w@& &fsrrthuing testimonisJ evidence, including the use of 
sawaued csrr;d$&phone intewiews and question 

organiw~sactualpiacticc 

* ~ Wlm documents to:be used as evidence are the products of an 
0rganiWion’s accounting, ee, or mansgement system, 
internal cantmis should be reviewed and tested. Those intefnsl 

2 control@ocedUres have an important effect on the reliability of 
documentary evidence. For egunple, the relisbiity of an emp10yee’S 

,., ,,., .tinie card.wouWbe,enhqcedif(l)the employee punched the time 
clack (2) hidher supeMsorapproved the time card, (3) the payroll 

.. section checked the time card against job tickets or production 
schtiuies, and (4) inteqtal auditors ar management made surprise 
floor checks. 

’ 
1 When ann*‘ed iata am? an importunt pa+t of the audit 

and the data am cntcial to aavmpfishing audit oljectives, s&@ 
must &ten&e the n&ability of the data. 

., 

GAokmsponsibiity to ass~,@emal controls, including those 
applicable to-computer-based systems, are discussed in chap* 4, 
%sdards.’ Further guidance is included in s 
ein(GAO/OP4.1.4) and &&&jg 

m (GAO/OPS. 13). s 

The credibility of correspondence and other documents that are not 
the product of a controlled system depends on such matters as the 

” qualifications, howledge, and position of the writer and the 

me news bedia-newspapers, magazines, radio, and television-are 
useful sources of background information on activities under review. 

Page 6.14 PolicierlRocednra MrnuJ Nowmberl982 
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Chapter9.1’ 
CoUecUngMdence 

AnalyticaJ Evidence 

Howew,the~mtdia~o~dnotbeusedastheprimaryorsole 
source offkmal ipfoxrngio~~ For aample, a news article 
ident&hgthe cost of apro&ctwould not be acceptable evidence 
foruseinaGAOprodyc& 

. theaaauxyofmathen&~computationsandcompariso~j 

l a sample size adequate to xeduce random emx to acceptable limitq 

l the8biiityto~npcrrtthemethodsusedwiththesameorsimil8r 
rcsultt, 

l the xeprrsentatrvcnes of the sample to its universe; 

l the adequacy of info-on obtained to meet the objective to 
which it is cihcted (cg., will information on student achievement be 
reasonably related to a new lesming approach, the results of which 
are being probed by the assi~ent?); 

l ihe abllty of the infomaation received to measure the attributes the 
assignment addresses (e.g., is educational attainment established by 
infoxmation on the number of grades completed?); 

l the adequacy of the questionnaire design to eliminate systemic bias 
(eg.:, W the questionnaire promote truthful responses or those that 
respond&@ be&we to be most %cceptable?“); and 

l the reliability and adequacy of computer software used in the 
=a- 

The work nece&ay to accomplish the assignment objective(s) often 
can be’r&iuC&d ‘ancJ”Ciiii$%ioiE’expedited by relying on the work of 
others. During the proposal phase, GAO staff are expected to 
determine what work + been done by others, including 

Pa& &l-10 Ptaz.itJRocedluu Muloll November 1992 



Ch&ter 8.1 
Call- Evidence 

l stateand local government audit organizations; I 
l independent public accountants; 

‘. 
l other legislative support agencies (the Congresdond Budget Office, 

the Co-p+ Research Service, and the Office of Technology I *$@);‘.hd ,: 
:, ,I 

. recognized Wiinktanks-and other experts. 
, 

WhenGAOrtUsonthedofothersasiheprimcrrymsde 
euppod fm *‘fandings, ctztnde, and ncommeduths, that 

’ uxn$t must &et GAO’s qua&g standa~$. 

Asa~stepinensuringthequalityofthework,statrshould 
determine the professional reputation, qualifications, and 
independence of those who did the work Consideration should 
then be given to other relevant factors, such as the sensitivity and 
complexiQ of the issues; the soundness of the methodology used, 
and the reasonableness of work results and objectives. Next, staff 
should decide whether additional tests are needed to determine the 
acceptability of others’ work, such as 

l reviewing the work program, 

l reviewing workpapers, 

l reviewing procedures followed and the results of work performed, 

l assessing the assignment objective(s), 

l considering the appropriateness of methods or assumptions used, 

l determining whetherthe organization has an effective quality control 
system’ 

l making supplemental tests of work done, 

l obtaining corroboration by other persons having personal or expert 
bowledge, and 

l comparing the results with those of other well de&M studies 
which employed rigorous me,tiodology. 

Page 8.1-11 Policie~occdlu~ Manurl November 1992 



Chapter 8.1 

See ski genedy acceptedgovermnent auditing standards (GAGAS) 
and- ‘ew of . *. 
(GAO/AFMD4.~.l). 

GAO &o uses the semkes of &qsultan&+ experts, and specialists 
when, _ 

0 proiisional opinik di.khnical advice is needed to augment staff 
expertise (e.g., an engimhing duation of the s~ength of a bridge 
or a medical opinion on the, effectiveness of altematW treatments 
for a disease): 

l outside points of view are needed to avoid limited judgment :n 
adminbatlve or techriica’issues; 

l advice on developments in industry, university, and foundation 
research is needed, 

# Data Obtained 
g Under Pledges of 
E Confidentiality 
k 
.- 

-P 
Page 8.1-12 

* assistance is needed in evaluating the acceptability of work by other 
audit/evaluation groups or $her consultants, experts, and 
specialists; or 

l panels or f&s groups of consultants, experts, or specialists are 
convened to develop new or innovative methodologies or to 
formulate a consensus on issues of unusual complexity or 
controversy. 

When GAO relies on experts’ opinions on scientific or technical 
matters, the competence of their evidence depends heavily on such 
factors as their knowledge, ejcperience, competence, professional 
status, and lack of bias. The ability to test the competence of expert 
evidence may be limited since it is frequently byed on the experts’ 
cumulative,experience. Consequently, care must be exercised in the 
selection process. Obtnining cowdonating testimony by more than 
M eqerl may be necessary in padcula?d~ signifint, sensitive, 
cw co&nxxrsiaf cases. The circumstances and limitations of expert 
testimony must be clearly explained in the product so that readers 
will not be misled. (GAO Order 2304.1, ‘Employment of Experts and 
Consultants,” discusses how to employ consultants, experts, and 
sp&alists..) 

GAO frequently uses data gathered from secondary sources such as 
federal agencies or entities receiving federal funding and, at times, 
those entities collected the data by using a pledge of cotidentiaiity. 
While GAO policy and the Yellow Book require staff to 
independently test the evidence provided by others to ensure that it 

PoliciesTroceduree Manual 
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Chapter 8.1 

# ” meets Quality standards, problems may arise,.regarding that data , 
# . . cc&&d ynder pledges of confidentiabty. 

^’ 
# 
# 

Whlb GAO’s qxss authoti@ generally is not questioned, practical 
issuesemegethatniiydf& 

# 

# 

# 
# 
# 
# 

# 
# 
# 
# 

” 

To determine &most appropriate method of operatin& GAO staff 
meanbeis should consider (1) the entity’s actions iir granting the 
pledge ,of co&entiaIity and (2) the ‘needs of the assignment 
objective(s).’ T-hat is: “’ , 

‘,‘.m. 1 
l Did the entity in originaIly coIlecting the data appropriately use the 

pledge of cdnfidentiali~‘tir, in doing so, did the pledge preclude 
0th legitimate parties (for example, GAO and IGs) from accessing 
the&&? .;:i 

1, “ ,  
,’ 

# l I&es the assignment objective(s) necessitate access to personal 
#,‘, ,,*,’ identi&ation Mkmatidn~~or does some other alternative(s) exist? 

# Appropriateness GAO $ff should consider whether the originating entity was 
i of a Pledge entitled to gather the data under program requirements. Therefore, a 

pledge would be inappropriate. Even if the pledge was offered to 
# ensure a better re&ponse,rate and quality of information, this would 
# .. ‘be’an &appropriate’ use of a tool that should be used very 
# judiciously. ? 

. 
# Staff members should consider the wording of the pledge to 
# .determine~whether the collecting entity gave away rights of access 
# that it, was not entitled to waive. 

I 
# When GAO uses a pledge of confidentially, it must seek agreement 
# from the requester that he/she recognizes the importance of the 
# ’ pledge and-will not seek-further access. Yet., the wording of the 
# pledge should alert the respondent that, under unusual 
# circutitances, such as a subpoena, the data .might have to be 
# released. To minimize .risk .of.in$vertent disclosure, GAO staff 
# should dtit the linkage (identifiers) to individual responses as soo. 
# as all’ quality tests are met 
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# Collecting endties must recognize that GAO, by statute, would be 
# prohibited from releasing pro#rieQuy, sensitive data, or privacy data 
# and is rcqired to provide the same level of safeguards as afforded 
# by the collydng eidty. ‘. 

# Assignment 
d .Objective(s) # 
# 
t 
Q 
# 
w 

# 
# 
# 
# 
# I 
# 
# 

# 
# 

# 
# 
# 
# 
# 
# 
# 
# 
# 
# 

The assignment’s ot@+ive(s) detamines what information needs to 
betestedandhowitshouldb6tisted. .Forexample,indatabases 
containing program rccipient/~ndent tnformaZion (pemonal 
identiSation da& such 8s xuune, addr~S, andlor social securiw 
number), gaxally wqtld ” i@uded on both the data base and the 
source docum+nL..‘G1i0 niust determine whether access to.this 
personal ident&c&ion data is I&E~ or whether altern&ve means 
acisttocheckthereli&iityofsuchdaWbases. 

In those instsnces whew th; ad&nment objective(s) relates & 
info&on about spe&ic program iecipients’respondents, staff 
members would be required to access the data base and source 
documents containing personal ident&a!ion data regardless of 
whether the information.was &ined under pledges of 
confidentiality. This probably’huid OCCUT most frequently in 
special investigations of fraud, abuse, or other ilIe& acts. 

When the’assignment objective(s) does not relate to information 
about specific individuals, staff members could work with the 
collecting entity to achieve a reasonable assurancethatthesystemto 
collect the datais reliable and that quality checks have been 
undertaken to ensure the accuracy of data entry. 

After considering the.n&ds of the assignment objective(s) &i 
whether the pledge, wa;s appropriately given, GAO may work 
cooperatively with thb collecting entity to obtain summary data or 
detailed data breaking the linkage to the individual respondent. Thii 
may include receiving data tapes or originsJ documents modified to 
include substitute personnel identifxation numbers or codes. 

In those instances where GAO believes that it must recontact the 
recipient&respondents, staff members should work with the 
collecting entity to select the sample where original pledges of 
confidentiality have been provided. In doing so, staff members 
should be alert to implications for future data gathering efforts by 
the entity while ensuring the integrity of GAO’s methodology. StatI 
should work closely-with the d@ion/office Design, Methodology, 
a&l Te&ical A&stance Group&&nical Assistance Group to 
ensure that the sample se!ected meets Office standards and assess 
the potential implications on the final message. 
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: Broken &kag@s 
# 
# 
# 
# 
# 
# 
# 
# 
# 

, .  , .  

I r  . ,  

While &AO’s guidance ,re@rest@ the IInkage be&en the “ .‘I’ 
respondentandtheresponsebebrokenassoonssalldatahasbeen 
fully and+ aad m=W~~m~~p-- have been -eds 
GAO is not sugges@‘that otheraudJt or@~bti~nS should break 
the linksge where subsequent access may be necessary. At a 
minimum, GAO and other orga&ations should maintsin at least a 
listing of those persons from whom data was requested and those 
that responded. This would permlt subsequent access to the 
idividuals. In cases where fraud, abuse, or other IRegal acts are 
suspected or detected, the Ilnkage should not be broken until all 
subsequent investigations are resolved. . 

# In those cases where the entity may have i+ppropriateIy’broken the 
# linkage, GAO would need to consider an akematip methodology 
# and fully disclose the situation in the objectives, scope, and 
# methodology section of the product. 

Related Materials 

Other Chapters 
of This Manual 

GAO Orders 

Other Publications 

4, ‘Standards.” 

7, ‘Obtaining Access to Information.” 

9, ‘Findings, Conclusions, Recommendations, Followup, and 
Accomphshment Reporting.” 

10, ‘Methodology.” 

11, ‘Workpapers and Assignment Files.” 

0150.1, ‘Authority to Administer Oaths and Affirmations.” 

2304.1, ‘Employment of Experts and Consultants.” 

. . 
Go emment 
GA;. 

(GAO/AFMD-4.1.1), “Yellow Book, 

; (GAO/OP-4.1.4). 
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Chapter 8.1 
Collect&g Evidence 
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CXaWer 9.0 

FIndings, Conclusions, Recommendations, 
Followup, and Accomplishment 
Reporting-Policy Summary 

Policy 
GAO's policy is to 

l ensure that its flndings and conclusions are wholly consistent with 
theevidenceonoosrichtheyule~andareresponsi~to 
assignment objediva (aa ch. Q.l, ~procedures for Developing 
Flndings,‘Conclusions, Recommendations, and Matters for 
CongrwionalConsideration’); 

2, 
l make rec~mmendatio& that ak&nstructive and convincing and, 

when effective& implemented, will accomplish intended + (see 
ch. 9.1); ? 

l continually work with the Congress and agencies to get 
recommendations implemented (see ch. 9.2, ‘procedures for 
Recommendation FolAowup~; and 

l recognize and document GAO’s actions, involvement, and influence 
in bringing about itiprovemen& in govenunent operations and in 
achieving other benefits (see ch. 9.3, “Procedures for 
Accomplishment Reporting?. 

Policy Highlights 

Findings F’indings are the summation of facts developed in accordance with 
GAO’s standards to meet the objective(s) of sn assignment They are 
the result of GAO’s investment of resources and the basis for 
cdnclusions and, where w&ranted, for recommendations. F‘indings 
may be negative and point up situations requiring correction or they 
may be positive and highlight programs, policies, and procedures 
that work well ad could be effectively applied in other areas. 

A finding can consist of one or more of the following elements- 
criteria, condition, cause, and effect. Which elements are required 
for a finding depends on assignment objectives. . 

Findings must 

‘0’ be ??zTpcmive fo ll&nment ot&xtiue(s), 

9 be supported by evidence meeting GAO’s standards, 

. . . . 
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chqmr 9.0 
w, ConclMiom8,8teimlmen&uonr, 
FolAowup, md AccomplUment ,- 
&pomq+Policy summary ) 

. bdudeu 
. ppnqmaUydtmbpedi~~~oniuegalcrctsadm ’ 

abuse de&ted during the audWkvdua&na, and 

l wgnekm Jud&mzofwhateou(dn?ulist~ybe~ 

undertheoimms~. 
:. 

FIndings may be positive and point out i&ificant accomplishmen&. 
suchfindings~particularlyappropriatewhen~agency’s .I mansgi?mmt improvhents in one arena may apply elsewhti. They 
may also provide the balance and tone that will help io get action on 
(iAv9 recommendations. 

FIndingsoRmastuseful~~theypointtotheneedforfuarre 
improvements rather than placing undue emphasis on past 7 
defxiencies. 

Conclusions Conch&ions are GAO’s assessment of facts disclosed by findings and 
of the implications that flow from them. 

contlusias must 

l bedetardys~notimpl~ ” 
Q 

l ~$ricaU~flowf+tnn evi&mce in the ftndings and provide a transition 
from the evidence to any recommendat,ions that follow; 

l bebasedons@kientev2knce;and 

l highlight evidence ofsign~ince to get management to take 
corrective action, 

Recommendations Recommendations state actions that GAO believes should be taken 
in response to findings and conclusions. They are made to the 
appropriate level that can implement *em. This would generally be 
the Cmgress, an agency head, or lower level agency official. 

Rewmmendations must 

l relate cleady to the fandings and twrdhms giving rise to them; 

l establish an eflective and mticul solutiun to -t the 
amd&yiq cause of problems, weaknesses in internal controls, 
failure to comply with laws or regulations, or other matters impeding 
effective and efficient performance; 

l have bent@ts that clearly outweigh the cost or other dkadvantages 
that would result from carrying them 0uS 

( \, 
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Chapter 9.0 
m, condMioM, Becommell~-l ' 
Followup, and Accamphhment 
Beporting-POUCY snmnrrrrt 

Ilhttels for 
Congressional 
Consideration 

Recommendation 
Followup 

. 
*a pprqpncrtely co&der the ,yiews of all divisions and offices having 

relatedresponsibiiti~ 
_ ‘,, 

l beoonsisURturithpriorGAOpositiansunlessareasonforchangeis 
appropriate (in which cage the &sisUnt Comptrollers General for 
Policy and Planning and Re+h sho,uld be consulted); and 

‘, 
l seeka p+pn@z&*foso~+, as well as correctiw 

recunenx+w@znthereisalegalbasisfor 
~~~~~~theOi[ieeoftheOeneralCounselshouldbe .” i 
cow@w , / 

L 
when work show:.t&tt ~‘pactkglgr action would be superiorm 
p&ible alter&&+, that acti& &ould be recomfnended. When no 1 
alternative is cleahy superior, t&&vantages and disadvantages of 
each option should be stated and the &ed for action +snphasized. 

Matters for congression$ consideration include information 
developed, based on GAO’s work, ‘that ‘&ll be useful to planned or 
likely congressional delibe+ions. 

Mat@ for amgmkod ccmsdemtion must meet the same 
nquirnnents as m&?&&tiand be useful and relevant to 
maner~ being cons&lered or likely to be considered by the Congress. 

Recommendation followup is required under the due professional 
standard. It is an important tiy to achieve a fundamental objective 
of GAO’s work-bringing about improvements in government 
operations and other benefits. It, 6 the process by which GAO staff 
(1) monitor recommendatioris to’ ensure that they are timely and 
properly implemented and (2) assess the effectiveness of corrective 
actions taken. As an important and integral part of assignment 
performance, followup is a key responsibility of each &taff member. 

Recom7nendution foumup Tylust 

l maximize the use of information available from agency systeti but 
includeindependent work adequate to establish the actions taken 
and the results achieved; 

l be actively and systematically pursued, recognizing the nature of the 
recommendation and the expected time frame; 

l clearIy; accurately, and thoroughly document the status of all 
recommendations and implementation progress in the spring and fall 
ofeachyqand 
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chapter a.0 
lmdinm, coadImloml l.leeo~end8uoM, 
FoUowup, and AeeompUmhment 
Bepolthg-Palm SW r--) 

Accomplishment 
Reporting 

’ 

a 

l give special attent+ to key recommendations. 

Recommendation followup should be tem&Wed when 
~mmendations have been effixtively implemented, when actions 
have essentially~met the recommen~ons’ intent, or when . aramsmnces have changed and the recommenda!ions are no longer 
valid. (See ch. 9.2) 

GAO~revi~ frequently reduce the cost of programs by achieving 
gxeat&&ciency, elihhhgunn~ funding, and cutting 
questionable programs. While many of the benefits derived from this 
work are not due qlel~ to GAO’s efforts, its analysis provides the 
(+n@&s and agency heads with the factual information that permits 
them to confront co&uvexsial issues, make tough decisions,Wtd 
,.take necessary actions. 

Accomplishment benefits can be of a monetary or nonmonew 
nature. 

6 Be documented in the workpapers. GAO’s involvement and 
influence fk $e positive change must be established-generally 
referred to as linkage. 

l hlly satisfy quality tests to ensure the validity and integrity of the 
reported accomplishment 

+ chapter 9.3 for additional information. 

Key Resphsibilities Division/@ice heads ensure that GAO’s communication products 
and its reported accomplishments are valid and are supported in 
accordance with GAO’s policy and criteria 

Divikonh~ planning and npoding managers are 
responsible for ensuring that a system for exercising quality control 
on the reporting, followup, and accomplishment process is in place 
and working and that time frames are met-including submissions for 
,the annual S&&us of ODen datrots report (Le., issue area 
Summaries). 

Issue ased directmshg+nal managers (and assistant dimctms/ 
assistmat regional manugers for individual assQnm.ents) are 
responsible for ensuring 
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chapter 9.0 
-9 conclMioM, Beeommen~oM* 
Followup, and Accompbhment 
Bepodag-Polity sammary 

l the ressonablen* supportablllty, and applhbility of findings, 
conclusions, and recommehafionsq 

l that followup of open recommendations is timely; and 

l the timely submission of quality accomplishment reports. 

Emhatms-gndqe, assdgnment managers, and all aud$tad 
t2nhatm are responsible for complying with genexa?ly accepted 
government auditing standards and GAO’s policies and zequhments 

ltefmnms sre responsible for checking the sufficiency and 
accuracy of mat&al suppom &dings, conclusions, 
recommendations, matters for congressional consihation, and 
accomplishments. 

The Ofli of policy is responsible for overseeing the 
recommendation followup and accomplishment reporting systems 
and coordinating the preparation of the annual m of w * 
- repofi 

Page 9.04 Policic&‘roceduren Manual 



awwrs.1 
Procedures for ~evel~pi& .$%dings, 
Conclusions, Rehnmendatikts, and 
Matters for Congressiongl ConsideraQgn 

Policy 

g. D&eloping 
FIndings 

foi conchmions 8ru& where mmmnw for reamm~onr 
FlndingsmaykmgPtivt8ndpointupsituatiosK~ 
comcrion or they my k.positive and hi&light progmms, pokier, 
andprocedurrs~workncllurdcouldk~~rppiicdin ; 
otherareas .’ 

Thbchapter 

l anphasktkttk assignmextt’s object%(s) guides the 
devekqmmt olfindings; 

a 
l definesnht,elem~ts-ai~ wndition, cause, and eBct=are 

neededtohaveofhdhgthatadapatdyaddresathe~s 
objectM(s); and : 

l statesthexeqWmamforuchelemmtofaiinding 

2 The hqportance of each assignxnen~ Stating an assignment’s objective as a qustion 
Assignment frequently help to qsure qxciiicitjiand clariw. It also helps to 

Objective(s) &ermine the* @work that needs-to be done and the ekmmts . 
neededforocompktefinding ObjectMssrptedasquestionsare 
ill*mwpur&L 



- 

options 8ndysis 

WA mu’ WA 
irs 

Dirtdon 
oradze 
of 
intended 
chngc, 

with or 
nithouL 
options 



Finding Elements 

8ladits __ 

. 
3Oyearsagotla8t,stablisbal8nincome~iccflingmost~ 
w6uldbedutdhdsincei&a!idnandotkreconomic 
considartioxsl+v&odedthevah&ofrhedolhr. lnsuchcaseh 
GAOmtysunuithtkoattdhd~~~ddcvclapcurrent 
evidennmsupportachangetothctsecbria 

. 
Sometimes, aitaia do not hst oi ~vt not rudiJy musrarblc In 
thu6ecasqsUUm8yneedtorsUrorseekacceptablea3t&a 
WhenGAOstaI!fdevelopai~itmustbeconvincingtoa 
ressonable m&r. St&T may, fopexanple, 

l lookfor&stingcxit&ainsimihrprogmmsoropcrotionq 

l roiewfzmnglitcroturr md identify the measurem entcritviaused 
byupuointheteld;anb/or 

l meet with agency officipls, expertq consultsnfs, or focus groups to 

devebpaiteris 

Once dmrloped, st&should assess the potabal aiaria’s logic, 
srbliciency, relemncy, competency, approprinturess, feaibii& 
convincingness, vslidity, and potential .acceptability to otters. w 
then should ay to obtain advance concwen ceandrgrnmentonthe 
approprhteness of the crit&a *th the requster, agency of&i& 
and possibly expeas who will judge the results of GAO’s work 

StPFl~uldconsidcr~~onthtrdequ~cyofcrituio~dmnltc 
modifications believed to be appropbat+ HOW; GAO it 
&ponsible for the adequacy and relewnce of criteria used for its 
8ssiignments. ~amqusterinsistsonoI(nga~thafthe 



Condition 
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Special Considerations” 
for Recor$mendations 



Related Ma&ii& 



(GAW 

. . c (GAomP4.1.4). 
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6. Impafon~~erpriwcy: WhuistbtpotatWlmpactof~ 
ustofuxdaaonthttotidtruiali~ofrtcordsmdtpiruvlr 



gey Responsibtities Eachbueareadirectorprogmmming as!qlmcntc~tothcurc 
of ux infomubn for nontm puposts is msponsibk for aksdng 

4uuIhftheaboveaiteriarur~liedduring.ur~~ 
8zedisamedintheprvducL stpilmustcoordinate8s&uncntsand 
drsnprodUCfS~thc-GovcmmuuDivisioSr*S~ud 
TuGmupsandOGC. 

, 

,’ -- 

L! 
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Importance of 
Recorhm&dation 
FollowUp ” 

..l’ ‘_ 
._.. 

b  



“Planning for FoIlowup 
. . 

Gathering 1 
on Implem enmtion 
stati 

ag~&tb~.Manyagenciesbave-orcm 
followup systcarrs. GAO divisions should PLBdmizc the u9e of infam@on 
availa& fmn the systrms. Also, atle 31 USC. 720 l-equiw rgtncits tc 
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Electronic Edition of 
WS 
Recommendations 





J%od end AgnculMe (350) RCED FCUlrdAgfiCUtW 
Gemera.l Gwmment (800) F&ml ,+nagemnt 

GGD FiMncidl~endMukets 
GGD GovwnmentBurinrtOpe~ 
GOD 18xFeyandAdmiristmtim 
GOD Watdme Ourlity 

Heam (550) HEHSD Fsdsnl Hselal CM! Deilwfy 
HEHSD r4stmaJrrdRbllcHeeMl 

tnaxne Secunty, Sod Seamy. and hmms 
Bedits md sewices-(600.650. and too) 

WIthOd) 

&rQct-awamb~adrr.~brdPoamnbas~~h 
P 









Append@Ik Sample T&i~fdlowingisur~ple~fo~~GAOFaam66. 

Data of ?a 66: 06/26/93 Lad r&m 66 update: w21r93 

TJitli:of hport: .&kill BJa8iamut b&i .QD Is&VW 'bllA 
Loui -am b l&t hlly Dimelid 

Ropcrt Ru8bar:, -92.90 Date of Repoe: 04/17/s2. 

Acoouion lhmbk 146643 
,' 

s-uumbu: B-244219 

Job edii 385295 

U'b.d8ta eollrctian cycle nu#bu 3 -'07/93.' ,,' ,_ 

hlephoae Ud& 202/Sl2-7631 

&mocirtmDirmctor* m sigMture/Datm: 

/ / --- 
Auistamt Dkutor: Yugu, Jam88 R. 

~al~tcr-iwChugr: Wuuka, John A. 



? 1 
. i 

2. sa+d ste&(‘)r cldc8gi 

3. Iuru a: 6717AoE8bg ud -ty uwolop88t: 
oml&or~~8t~ 

4. mt8 of.21 U&C. 7201 If 
8&‘8 m-8 to’tb8 dsiCf----. 

mot 
4-e Y88 a0 rrpplic. ali8 

--m - 

smll huiaeu -treioa ,I, - 07/24/92 
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mea aken not fully rupoadve. 
utioa l hmald~ opea . . . . . . . . . . . . . . . . ~ 
mtion 8hoald be elu~.................. 

C. If th,reoqnead8 tioa i.8 owud,.ple88e provick tE 
corrempondibpu~lL~reportnumbu 
4da~8utiol~7ldlytha utioa~ aotrupoMive. 

- 6. ~Bnd8tioi vdid/utioa not btuded. 
should- a=oahda~oll - opea?. ..xxs: 
trplrinin8eqaoa 7uhyno8teio8Lia~~ 

10:. 

7. -tr or Toi8 
ohu8ctmm.i.. 

far l hlm (aw~,to 290 wrda/l0d0 
" * 

St8tu8 la+ ohuged oa: 04/29/93 
. 



i 
Plrum prov* *crurrrr+ 

relevmt ucte8 or brcltqrorrpd iaforution (ftdm 8). 

status category subutegcry Datm 

- 1. aon not; m. iaidw., 
A. 
8. 

+ent not aqbm . ...*... * . . . . . .'..- 
%eead8toutkr+huut 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

ipcapdinp any d&u for ini~tbg rctiap. 
8tBm,- 

x 2. -- Action in ms. Dam tb Agalcyfccmgrus axput action 
to be capelewd (if hravn) . . . . . . . . . . . . / (m&y) 
xlldicmtoinBmetion7llhatretionL~~a. 

- 3. Actkoncmpletmd. 
A. Yuutioncmpletedduatoal-tin i 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . XZS: ko: 
8. l vings orzlalnf~~b8aefZ5E 

bmea/k achieved?.........r..........xzs:~ wo:- 

: .\ 
W 

. 



c. 
-f . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

D. Bhment mport amkr . . . . . . . . . . . 
zndic+e~*-7uht-wu~. 

- 5. w wun aottllyl~~~. 
A. - open................ 
B. mtioa dould be clwd . . . . . . . . . . . . . . . . . . - 
c. IfthermcqmmatioaLclwd,plrue~~~ 

-pondhg acomp~hmxlt repoe nM 
-la&i in Beeion 7 why the action vu not romporuiolr. 

7. -tm or rmuoM for l atu (u&t to too uordm/1000 
char-j. 

The origird request by the Offfoe of ?inaeial kmistaacm 
(OMl for rx 1993 fund8 +o coacluct~~9u8a mot epprwd 
by SM. IaRuchl993,O?A~Ptaditm requu+cAlfit 
~~JaU~3-eoulwt beforeO?Ahranrffun& 

. 

8. hallmtor lotem (lirit tc 200 wrds/1000 ohuutu8). 
mte:Thurc mta uul not k dkm-ted outmid cm. 

statua 1ultCbrDq.d on: 10/14/92 
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~10.0 

Methodology- 
c--l Policy summaxy 
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‘Methodology- ‘- 1 
0 Assignment Design .’ 

. 

- ~~- ------- 

To maxim&e vaIidity, an ~tdcsignmruLdepaui&ontht 
. ,., .-=&iWnent’s~ objeqt@&i), mvw@ish the following 
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U ‘pnmdmles for Dcvclaping Fhdingr, Conclusion . 
Bccommendroorrs, and hfarms for Congrmiorul Cmsidention’ 







Thestepsinabevaiixationsynthtss8re8sfollows 

l FormuhtcthequatioaLFthpsKawenxi,wiIlsatisfythe 
lnformationn&tbatmotmuedthespthcsis 







TimeSeries 
. 



Y l Stepl: Definetheproblemandqecifytbeobjecfin(s)tok 
# 8thkvedormadmizcd 

# . Step2 SeAectdtvrrPtivcpolicgaptionsforrchicvingat 
# mmimhing the objective(s). 

I l stcpa: hdictti~~~~tesduchrlberrcptivt~tools 
# such8smodeling 

# i l Step& Desaibehoweachdtmudvem--the 
# objective(s) (specified in step 1) using the ~iedicti01~~ (obtainedin . 
# SW 3). 



otherPublications 



Y 



I 

l a&Sing the saxqkfrom thesampk frame 4 an tmbhsed way, ic, 
byacomplctctyrandommethod. 

. 



/ .  .’ 

‘. 

I : 



probabilitg 
SakpleDesign 
andExecution 

Establishing a 
SampleFkame 

Thcsamplingfnmcisamautsof8ccustoapopulnti~lrnully~ 
btofitemsinthepopuhrian Itisthesuurnfm~whi&~ 
itanstobesunpledareselccrcd ‘Lhchmeshouldidatlfymd 
loatespeMicirqllbtobesmpkdanddiBerenWetkm~~ 
otherimns Thefxameshuuldcuminrlliwrrsin~pup~~to 
be sampled, have no dupliatc atMe, and exclude itans thatage 
notinthepoplalaanofimula 

WhcnrfmneannotbeubminedthatincludesaIlItansinthe 
popukion, smpke results are gamdizablc only to the hune from 
which the sample was selw not the population 

. 

/’ ‘\ 





/  
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i 



l s&ctthexcqukd~orcombin8zionofrandomdigitsby 
s~o~~~bndom digits or some other suitable source of 

Sekctionshould~tbikysaJontkk8dingdigitsintk 
3d~~~nixnberkcuacthey~8redesnot 
Msfdgndinruklorder. 
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l usingeMiatoxstoconducttheiruuviewsusingQPLm~to 
a-ate the cm pmgmm. 

QUpaiOnnaires Theuseofma&oriseU~qucsrioMsircsismimporUnt 
andfrequentlyused daacollectianmethod Genemuy, 
questionnaims me more tzohffm than other DC% wtrur 
ob@ning&aonanutnber,ofwuiabksfrummanypeoplc 
QUcstiOnnsircs do; how&v&, take time to properly design, pretq 
ai& addnWer, and follow up to getmasonable respunse w 

,’ 

stapreplu+ngquesti- also should be mindful of the burden 
andcostquestionnaires place on responden& 
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l Antitipate and 8ccountforNious rqxmdenttendencies 

Oucstion consmaclioncurgoolongwsytowardcountering 
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respondent tendencies, such as agreeing with a perceived “correct 
re~ponse,~ and promoting unbiased answers in subject sreas that . may be perceived ss highly sensitive, objectionable, or threatenurg. 

l Qusnti@responsemeasures where possible. Questionnaires 
provide quantitative data, but they are not exact measuAg 
instruments. Measure merit error can be xni&&ed by following 
good practice in developing and using’questionnaks. 

l Provide a logical and unbii line of inquiry that is understandable 
and interesting to the respondent, including appropriate sequencing, 
and the use of subtitles and transitional phrases. , 

# l Include good instructions that set expectations. &I introduction 
# should contain the purpose of the questionnaire, how the 
# information will be used, who should complete it, who else will be 
# rkceiving it, why or how they were selected, and instrur3tions for 
# returning it or asking questions about it. 

l Before administering the questionnaire, prepare a preliminary data 
analysis plan that identifies how the information obtained will be 
used and which questions, if linked, provide the answers to even 
broader questions. 

i 

PoliciePlProeedures Manual November 1992 





chapter 10.5 ’ -’ . . 

Methodology- ” .,, ,’ ., ,. “’ 

/ :,;,, 
In the..assignment design, plans are specified for obtaining certain 

. . data for a specific number‘ of cases. Despite best planning efforts, 
staff us&y cannot obtain ,data on all variables for all cases. Choice 
among possible aru@yses ,should be based partly on the collected 
data For example,‘are~many observed values small and only a few 
large? iire the data complete? ‘If the data do not fit the assumptions 
of the methods planned, the staff should rethink what to do with the 
data they have. 

Accounting for 
Survey Responses 

. 

When conducting a GAO survey, s&U must account for all 
questionnuires mailed or int ehiews attempted in the rumkptzpers 
and in the GAO products. This ‘includes the number of 
questiorinair~ returned or interviews completed, the number of .1 .- . ~. 
intended’ r&pondent;s that refused; the number of questionnairizs 
that were undeliverable or interviews that could not be conducted, 
and so on. 
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, .,; 

The response nzte for a survey or, va stnat$fsed sample is use.4 the 
response mte fiw etich shOturn should be caldatdas +? 
pemmiage of +!gible studg cases druwn@nn the sample or . . . ., 
pop&t* rist uu$,Ap*~, da&. IMalculating th& +e, 
GAOcoqnts all selek$ed cases as eligible, unless they are prov$n 
ine@le th&&h pych,~* i&:the response to a screening 
questioij or,~ugh ,j$epen&+t so- of information. Mail 

‘/ question@res r++ned G@i the pqst office designation of 
‘undeliverable’ are con&d&d to k eligible for the study and 
should be considered as nonresponses. &~IQI nesgase VU&S must 

,. berf-il-~-f?GAo~- ;,, ;, ,-:, i, i L ‘,j I) ., ‘,.‘, 
,. ..‘. 

‘~ b &ualit&ive AM yseb GAO stsff of~&,coll&t large qualirtiues of written material- 
workpaper& agency docume$a, rrketings transcripts, previous 
evahations-th+t are difIicu!t to combine and analyze because of 
their diversity and lack of $truc@re. Content analysis is a set of 
procedures for orgax+ng information in a standardized format that 
aliows evahrators to make inferences about the characteristics and 
meaning of written and othetwise recorded material. 

Content Analysis Content arialysis is used to convert narrative messages or ,visual 
images to quantitative form sd that they can be interpreted @h 
standard stati&ical techniques. It is a systematic way of assigning 
numerical codes to’nonnumeric data Itmay be useful,in analyzing 
most written mater@s; ‘including the narrative responses to open- 
ended questions asked of ~questibnnaire recipients. This method 
tends to be ,time consuming, but whether it yields strong results or 
not depends on the variability contained in the responses, the 
appropriateness of the categories or themes into which the data are 
classifie,d, and the level of interrupter reliability that is achieved by 
independent classifications. Therefore, early and continuous 
consultation with the Design a&l Methodology Technical Assistance 
Groups (DMTAG) is needed. 

Content analysis involves the following steps: 

. Choose material for analysis. Although written material is most 
frequently used, recorded communications (photographs, television 
programs, movies, tape recordings of interviews, and so forth) can 
be. used if thhy are. available to he reanalyzed and checked for /. . < 
reliability. Sampling can be used if the material is too extensive to 
be analyzed in its entirety. 

Page IO.542 

l Select a unit of analysis. This means putting a boundary around the . . 
material to be analyzed. . . 
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l Develop coding categories for converting narmtive td quantitative 
inform&icy signiflht to ,+ssignment objective(s). The categories 
selected must k exhaustive, mutually exclusive, and independent of 
eachothei. :, 

l ~materialincludedinthe,unitof:analysistoperticularcoding . 
.’ ,‘+ a+g@!a.@ding F be done znam@ly or by computer prograni 

,,Coded mat&al pst be checked fqr @ercoder reliability. 

l .,&ply ,qpmpr& Atis+@ +fses to meet assignment 

‘&e* is neck to detennine‘n;fiethu 

. coding catigoiei ire &a& &&fled and adequak, 

l coding ‘&ructions a&a&q* and rkult in reliable clakfications, 
alla 

l coders are suitable fat the job: 

Computer text-retri$val and hypertext software packages, such as 
AskSam, tiq available to help &arch, sort, and extract qualitative 
information. The text information, however, must be made 
comptible with software requireme&. For example, for AskSam 
the text must be converted into an +XXl text computer file which 
can be done using WordPerfect. The contents of the t&t file also 
must be broken into logical units of analysis-such as documents, 
comments,.or paragraphs-and then tagged. If open-ended 
information is capwred during or ken>unched from an interview or 
questionnaire using the QGe+tionnaire’Progmmming Language 
(QPL), an Ask!+ import file is automatically created. (&T QPL 
Reference.) 

# 
# 
# 
# 
# 
# 
# 
# 
# 
# 
# 
# 

Quantitative 
Analyses 

../ 

Quantitative data analysis deals with information expressed as 
numbers ss opposed to words. When quantitative information is 
collected on a number of *es, convenient and well established 
procedures ,are-available ,for comparing and aggregating information 
amok cases. .Findin@ISei then be presented describing the cases 
in tables, graphs, qr aggregate statistics, such 8s means, variances, 
and correlations. -More complex methods include regression 
analysis, time-series analysis, and log-linear snalysis. 
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DescriptiveStatistics 

Inferential Statistics~ 

A.mngeofsWsticaltechniquesisusedtof&iliitateanalysis. 
Descriptive and inferential s&t&tics are briefly described below but 

* . ~morefullydiscusse!din~ 
m (GAO/PEMDlO.l.ll). 

DCSCIiptivestatistiC.SCanbeusedtO summarize and understand an 
othmincomprehensibly l&ge amount of information. For 
example, given a long list of numbers (e.g., the dollar amounts of a’ 
thousand Medicare reimbursements), the size of reimbqsements c 
,k indicatdby de&ii&g theirm&n, median, or mode. These 
6iraWics, which are measur& of .central tendency, need to he 
applied appropriately. For example, when the distribution of 
numbers is skewed, the median is typically a better measure of 
&ntral tendency than the mean. . 

Another set of descriptive statistics illustates how much dispemion 
exists among the numbers. These include 

l wage, which is the difference between the largest and the smallest 
numbers on the list; 

l variunce, which is determined by computing the difference between 
the mean and each number in the list, squaring the difference, and 
averaging the sum of the squared differences; and 

l stundard tfmiution, which is the squan root of the variance. 

Measures of association, such as correlation coeffkient and 
regression coefficient, may be used to describe relationships among 
variables or comparison groups and to indicate the degree to which 
variation in one measure corresponds to variation in the other. This 
does not, of itself, establish causality. But, in cor\iunction with 
particular evaluation designs or with carefully formulated questions, 
the resulting regression coefficients can be used to support 
conclusions about caussli~. 

Descriptive statistics su mmsrize a universe in which the signifkant 
attributes of all items included in it are known. When information 
has been gathered from probability samples, inferences can be 
drawn about the universe from which the sample was drawn. With 
appropriately drawn samples, inferential statistics permit the 
computatiori of statistics ‘that estimate the central tendency, the 
dispersion, and other information ‘about larger populations or groups 
of populations. (See Usinn (GAOIPEMD-161.6) 
for some elementary methods for drawing inferences.) 
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,, 

/- d 

j. 

# 
# 
# 
# 
# 
# 
# 
# 
# 
# 
# 
# 
# 
# 
# 

Gerierally,~inferences should be $ra% and reputed OX@ ‘about 
~eremes, simhities, ormjatiopshlps obswed in sakpk $ara 
after GAO has performed the necqsary stathtichl test@) to ensure 
that the inferences are lik@y tq be me for the popu&ion of interesL 

* !., ., 
j ,X&e of irlfn7miai #atis&s pqi++at the sample be 

appuph&dg @tzua Begause not ali of the unherse is surveyed, 
the sax&e result will ahost sureli&er from the true but unknown 
rmiverseparameter. when a PP&$@W sample b d u d-op 
~d=ch =t++ +y qyjq@le Precision, or sampling 
uIDr, which ma@= w.+ 3 a,plushninus figure. A *PW 
errot indicates ho~.closelyqn~,can reproduce from a sample the 
results tht one would obth if one were to take a,complete count of the A+& * *e Same m&kat me*&s By dw *e 

sampling error to and sub- ii from the e&mate, the upper and 
lower bounds for each esthate cab &z developed. This range is 
called a confidence intervaL Sampling er$@snd confidence 
intqp+s sre state&at a certain confidence level-in GAO. it is usuaUy 
95 pekent. Fck exahple, a confidence interval, at the 95percent 
confidence h&l, me& that in 95 out of 100 instances, the sampling 
procedure used ,would produce a confidence interval containing the 
universe value being estimated.’ ” 

Inferential statistics include test statistics, which help to settle 
various propositions ahout a population based only on sample 
information A wide varietyof test statistics applies to dinerent 
evaluation designs and conditions. 

Men quwting on sample h, no statements about dwenznces 
among subgnxtps may be made unless an apprvpriate stutistiaal 
test has shown those di@rvnces to be significant at the .05 level 
For exktple,‘in a survey of manufacturing companies, it would not 
be appropriate to state that a greater proportion of large companies 
than of small had a specific attribute unless the observed difference 
in the sample data had been shown to be statistically significant at 
the .05 level. If important reasons exist for citing a difference that is 
not significant at the .05 level, the director of planning and reporting 
of the unit should be informed of the technical problem involved and 
the implkations to the product message and h&her approval 
obtained for deviating from this policy. In these cases, the exact 
probability that there is not actually a difference (p value) must be 
shown in the same section of the product in which the difference is 
discussed. . 

\ 
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Forecasting A nuinber of forecasting methods is available For uncomplicated 
~~ons,recenttrendscanbeextrapolated~afubrep’eriodusing 
amefWiig procedures. The simple ex&apolation can sometimes 
be improved by modi@ing it to consider the impact of likely changes 
that will si@ficantJy affect future conditions. For example, 
fore&e&lb changes in population age might need to be considered if 
healtiidcostssrecjltrspolakd 

‘, 
Anbther method-the Delphi k%Whses expert opinion as a 
foi&is@ base When using foredsts in financial audits, 
evaluators shotid follow the guidance in ‘Fhancial Forecasts and 
Projkctlons,’ AttestaWn Standard Section 200 in the v ” . . . landthem 
s by the Ametican institute of Certified hblic 
Accountants (AICPA). 

Foxmd Modeling Conclusions about the operation of a government program or 
activity csn sometimes be reached by modeling the operation. 
Models are abstract representations that seek to capture 
fundamental relationships inasimplified form. Formal models, 
which can be developed mathematically and tested or estimated 
statistically, csn provide a sound and defensible way to analyze vast 
amounts of data or numerous variables. Since the use of formal 
models can be time-consuming and usually requires an 
understanding of operations research concepts, GAO staff should 
obtain advice from individuals with the proper expertise. 

I: 
# 

# 

# Assessments of models should be documented, and information on 
# strengths and limitations of models used should be disciosed in GAO 
# products. 

Witen usirqmodels, siqffshould ensum thut the model is j 
app?vptitc and credible for the puvose at hund. Staff should use 
appropriate factor&riteria to systematically assess the level of 
confidence to be placed in the model’s results for its intended 
purpose. Assessment criteria should include 

l information about the theory, model design, and input data; 

l how the .model has been checked, including verification, validation, 
and sensitivity analyses; and 

l how the model is documented and controlled. 
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Descriptive Models 

Many,models = already av8ilable for certain issues, or they may be 
cowcted if the benefds yimmnt the expense Examples of 
common descriptive and optimizing models involved in GAO’s audit 
and evaluation work follow. GAO also uses economic models that 
sre described in chapter 17, %conomic P&y Issues.” 

., ” .,” : 
&criptive &k& can dispw,the;details of a situation to show how 
it might be rearranged or demonspate the consequences of changing 
it. Descriptive models describe real-world situations in 
gmth~cal t&msand am be oS:two fypes. Determinis& models 

‘. producethe same resuhs-when X&I with identical input data sets. 
prObWl&tic models (also referred to as Monte Carlo simulations or 
aochastic mqdgls)allow for uncertainty or variability in phenomena 
such asequipment fail& and @me spent in line waiting. The 
following are exampies of descriptive models: 

-I ‘d 
l GR&u~: Combat models describe confrontationsbetween 

opposjng fq-, ranging, for example, from one-on-one opposing 
weapon systems totheater-lwel~combat between forces composed 
of diverse combat elementsin a specific geographic area Combat 
models can, for example, be used to analyze conflicts that have not 
occurred. ( 

‘. 
l Air gzuz&ty: Air quality dispersion models predict concentrations 

of pollutants m the atmosphere. These models can be used in both . 
research and regulatory ‘;iFipl+ons, including permit decisions, 
&timaGon of’~ollutidn”~evelsaround existing facilities, and review 
and development of air quality standards. 

. Cosf-e~ectti~: The& hmcl& foctrs on expected resource 
consumption a&ciated &-I achieving a specified objective or level 
of effectiveness. ‘The’effectiveness objective is important since 
different objective will produce different results. 

l Queuing: Queiing mode& are mathematical representations of the 
behavior of systems inwhich obje+ wait in line for one or more 
services. Queuiiig network models estimate overall system response 
time and other key variables and are especially useful in estimating 
the capacity of the system under study. 

Optimizing Models Optimizing models that determine the optimal way in which given 
variables can be maximized or minimized subject to specified 
constraints include the following: 
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l M&cm chain: Markov Chain modelsare closely related to queuing 
models but foc@oii ihe behaiiorbfia system whose condition can 
change randomly with some fixed probability. 
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l Lineurpngnnnnring: The most common of the optimizing models, 
lin@arp~canbeused~formaAmi&gormirW&ng 
,ceftqin lbnctions (CL& allocating resources) when a linear 
lelati0lhhipcdstsbemeenvariab1es. 

._ ,( .’ “, 
l Gume theory: These models seek to optimize the behavior of 

individuals when an outcome depends upon the interaction-of two or 
morep9rtIdmts. 1 

I  . ; ,  i/ '8 

‘0 Nehiimls dsIQlysis: Pro&n@alu&tion and Review Techniques 
. (PERT)and Crilical Path&thod’(CPM) use mathematical models to 

analyze steps that mu& be t&en to achieve an objective. They are 
t+i to develop stands& to meet anobjective by plsnning md 
scheduling activities that depend on e&h other. While the models 
themselves do not fmd optimal scheduling parameter& they may be 
used to 'optimize" by txying different sets oischeduling parameters. 

f ,. . ) 
PERT relies m&we heavily oti complejl mathematical models and 
computer methodolO$l.~CPM us+ ,yisual methods, as well as 
mathematicAlmod&. 

Computer Anal~& Often, analysis of large amounts of data is needed to meet the 
assignnient objective(s). To facilitate subsequent analysis, as well as 
data collection, computer processing requirements should be 
conside% in determining wheqT,.how, and in what form data are to 
be collected. 

Many computer software packages Fe available for arranging, 
analyzing, and presenting data and in creating workpapers. 
Cornput& are also used in reviewing agency information. 

in using computer Software packages, stcrff must uradkxs&~ the 
a4gwithm invohed. .,For example, one must know whether it does 
what the assignment analysis requires and whether the assignment’s 
data satisfy ihe requirements associated with the algorithm and so 
forth. Also, GAO stqtrmust document the input, pnxecium, and 
results of computer anai~ses in the workpapers. 

The significant characteristics of illust.raQve software packages are 
briefly described below. 

dBASE Software dBase is a relational data base management system complete with its 
own programming language. It allows users to link or rel+e (and 
draw information &om) one file or SeVerid files at a time. 
(Docu’mentation manuals are available.) 
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# Fo~~~dFoxpRo .. ‘nwseso~packagesglpreJgtiodaatab~management 
# m’ They aie similar to and compatible with dBASE. 
I (Docmm&on manuals are available.) 

_’ . 
* LmcJs l-23, Exam+ These are intern soA,packages composed of an electronic 
; amKWIRQPR0 spreadsheet, data base management feaares, and grephic functions. 

(DocmmwonmMualsare~l~) ‘_ 
:;. ,:’ ‘: 

i El+tr&iic Briefcase 
.componmtr,af,&~~,;~~,oped by&#&j9>&(& &j& 

I 
Auditor Geneml+allm..@i~ to el~nically prepare and 

# 
manage.wor@iperq refexerm the workpapemto the audit prom 

# 
maintain previously approved audit progmmq exttact and analyze 

~darafromclientfiles;,prepare leadsheets, ratios, and financial 
# 
# 

statema* prepare fhw~ communicate with othexs on the jbb; 
and prepare sprtakheets: 

: :. 
# 
# 

The random nbmber &tmsator.in IDEA, August 1992 Update, has 
been approved for use in GAO assignments. 

Statical :Package’ for SqsS is widely used in,GAO fors&istical ardyses, dab 
the Social Sciences eansformation, and file manipulation. It allows flexibility because 
(SPSS and SPSSX) data may be eithgir numeric br alphabetic. (Detailed information is . . ava$abAeinboolcssuchas~ 

v,and SPSS.1 

ke f&&X package, inc$udes a &dom number generator that has 
been approved for use in GAO ‘assignments. 

I 
The Biomedical 
Package (BIOMED) 

The BIOMED package, which uses an English-based control 
‘language, includes 33’different prognaC that perform various ” I 
statktical analyses. (Detailed infoimation is included in a book i 
titled &HDP-77 v P-Se&+) 

t 
SAS 

# 
# 
# 

SAS, formerly known as the Statistical Analysis System, provides a 
wide variety of tools for data analysis and reporting and ,is used 
extensively nationwide. FeaNres include information~storage and 
reuieval, data modificarion and programming, smtistical ana&is, 
output format, and Sle handling. Unlike BIOMED, it includes 
extensive graphics capabiity.. Q’he Guideline 

provides detailed information.)’ 
(GAOAMTEC11.12) 

._ ., i 
The subroutine RANUNI that generates random numbers has been 
approvedfor use in GAO assignments. 

DYIAKOR Software 

Page lob-9 

DYI&KOR software has the power and flexibility of a high-level, 
general-purpose pro gramming language but can be debugged and 
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# 
I 
# 

Regional Office 
Selection Package 

# QPL 
# 

QPLsofnvare is asystem of IBM/PC compatible pro- developed 
by GAO that can be used to create computerized datacoll~on 

# mstnunents for condu&ing computer-aided telephone intexviews or 
# to enter data collected from handwritten intewiews or 
# CpSti0nnaires; QPL,contains utilities that can automatically create 
# SPSS and SAS programs for analyzing data QPL also contains 
# utilities to convert the data to other formats such as Lotus l-23, 
# dBase, and A&Sam. (Documentation manuals are available frum the 
# Des@ and Data Analysis Group, Human Resource Division (HRD).) 

tested faster. It is appropriate for the audit environment, where 
quick reqxmse and onetime anulysis and reporting are normal. 
DYLAKOR’s random number genemtor has been approved for use in 
GAO assignmeno. (DYLAKOR documentation manuals are 
8Vldhble) 

Thisiasomp&DllorrdtoGAOthuusesthedom 
number generator common to other acceptable packages.discrrrsed 
sbow(SAS, SPSSX). Regional Technical &sist+nc+ Groups, . 
division DMTAG&, and the GAO interdivisional design -up should 
be contactedformuxe details. 

. . 
IMSLiswx+ttenhIWCTRANandisdirectedtowardspe&@ts It 
contains computational subroutines to check for many kinds of 
errors. Man- are available to describe procedures. Subroutines 
RNOPT-3, RNOFI’4, and GGUBT contain approved randy number 
generators. 

Related Materials 

other chapter 
of This Manual 

63, ‘The Job Design Phase.” 

Other Publications 

# 

. . m (GAOIPEMD-10.1.6). “.. 
. . mive Dw . (GAO/‘PEMD-10.1.11). 

# . . 
# m (GAOAMTEC11.1.l). 
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Ch8pter 14.1 
Agency Relatimu-Exeeuth &enda 
and Other Governmental Entltb 

Obtaining Agency The %llcwv Bo6kgsm 

Comments on GAO’s ‘The’report should include the pertinent views of responsible 
Work officials of the organization, pro~‘activity, or function audited 

concerning the auditors’ findings, conclusions, and 
recommendations, and Wiat corre‘ctive action is planned.’ 

GAO believes that the views of responsible agency officiaLs help 
ensure that its tirk i&curate, complete, and objtcriw and that 
proposed recommendations are reasonable and are likely to corr& 
dial& probMns: ‘I 

To get those views,,GAO,Mff should discuss the preliminary results 
of work at successively higher levels throughout the assignnrent. 

When work is cotipleted, GAO conducts an exit conference with top 
ofWials of each agency or mqjor field or headquarters location . 
where signifmnt work was perfomed. This discussion gives agency 
officials an opp&tunity to learn about and comment on problems 
identjfied by GAO. At that time, they am state -men& 
provide additional information, and discuss corrective options. 

Written Commints 
on Draft Repor& 

GAOwf&totheeztentjmzct~,giveag~ lmiother4ffected 
purh?s the opportvnitytojnwide-annmentsondrqft 
Tleports, eqecialiy when the issues involved are very sensitive or 
controversial or when the report includes a particularly wide-ranging 
recommendation fey action by the agency head or the Congress. 

When written comments are not obtained, the issue area dire&x 
must be satisfied that the ejtit conference provided sufficient 
assurance that GAO’s report is both factually correct and fairly 
presented and that any conclusions or recommendations are 
appropriate. The issue area director should notify the division head 
about any decision not to obtain written comments on reports 
involving sensitive, controversial, or wide-ranging issues. The 
agency,and/or other affected parties must be notified when written 
comments yl not be sought 

. Due tc urgency or other reasons, a congressional requester may ask 
GAO to issue a report without obtaining written comments. Whiie 
GAO will generally honor a requester’s wishes, issue area directors 
must decide whether the assignment’s significance and potentially 
controversial aspects and the general impression obtained during the 
exit conference necessitate the need for written comments to ensure 
that the agency’s actions and positions have b=n appropriately 
considered. 
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Workpapers. 
I 

r, 

,’ ,, .I yor~document&ayaojo~thatresubixiaproduct; 
2.,.“, ‘,., 1 

‘I 
workpapers,document’the &ience! supporting the work done in 
addressing a job’s objective(s), findings, cbncitions, and 
.reco~endatiO~ r _! 

I 
workpipexs aq! rev&z&d and arpprovcd f& complian& with standaldi in 
a timely x&n=, . 

.- 

I _ 
,~wo~areshuredwith~staffandaresafeguardedagainstmisume 
or abuse; 

I 
workp+rs 0~ cotipleted j&i are retained for 6 yesrs for future 
rihryce and SUE easily rh&vable; and. 

1 ,wc&pspemwi&histodcsigx& canc~~qe identied and retained 
‘.. _: 

* .,‘,, 
mat Must workpapers Workpapers must contain the evidence for the work done to ad- the 
Contain? job’s objective(s), as well as the evidence for the findings, conclusions, 

and recommendations. ‘he workpapers are contied in the Job ‘. : ,.’ 
Management and:Product File and the evidehtizy Iiles. WorAqxpers m 
prepared for all c%o jobs regardleis of product type. ($ee pp. 113 to 11-e) 

What Standard&~% Workpapers must comply with generally accepted government auditing 
Workpapers Comply With? standards (GAGAS) and GAO s&an&rds. More specih&y, workpapers must 

be complete and accurate, as well as be rel&ant, clear and 
underitandable; workpspers must use a standardized format (See pp. 114 
to 11-5.) 

HOW Must Workpapers Be 
organized? I 

Workpapers must be organized in a logical manner that best meets the 
needs of the job. ‘(See pp. 11-6 to 11-7.) 

Why Must Workpapers Be 
Reviewed? 

/ 

Workpapers must be reviewed to ensure compliance with ci~ciq as weIl as 
GAO'S policies :and, procedti. WorkpaperS must be reviewed by 

1 supervisors in a timely maimer. (See pp” 11-7 to 11-8.) 
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W?~~witf!~~pbsmustberetainedforamiirimom 
of6yearsEsehdivisionmustestablishaplanfar&arageandeasg 
retzieval of workpapem If the worm qn a closed job = not needed 
for follow ;ip cir other pGpose& &k end of a job, the evidesuhy 
workpipers should be pr&&fqr iztorage The Job Management and 
Roduct File should be retained at headquarters Each &v&ion’s plan for 
aUmige mu& hclude a log ‘&t&h ide&&‘the physical location of the Job 
Management and ProductFIle and the eviden&ywo~ (See pp. 
11-18 to 11-21.) 

I 
Workpaprs associated with historic jabs should be retied for a 
minimum of twenty years (§ee pp. 11-19 and 11-20.) 

6d 

WhatMust W&papers, whether in paper or &c&onic fom must contan the 

Workpapeti Contain? 
recoxd.of ail work related to ajob. Workpapas provide the evidence for 
the work done in addresGng the job’s objective(s), as well as the evidence 
for conclusions and recommendations Workpapers also pruvide the 
evidenqe that W’s laandabhavebeenmet 

Wwkprrpers for each job, regardless of product tyPe, must include all 
material--such 8s memarandums of interviews, schedules, agency 
memorandums, and agency reports-televant to thejob. These 
workpapers describe and support GAO actions taken, analyses car&d out, 
and conditions encountered, 

1 Workpapem for each job consist of two fries--the Job Management and . 
RoductBle and’t& ehdentiary 61e. 

_ 
. 

1 The Job Management tid Product F%e has six sections: 



TheJobMa~cmdPnwtuct~iscreatedatthebeginningofa 
job! evyyjob ~usthaveaJob Management and product Fk The 

.’ sssrstantdirrctorusuallymaintainsaMthedoseofthejob,this~e 
becomes parkof the offi@ reco@ and is retained a& head- 

’ 
The&b h&a& sect&m an&i&suci~ items as the request letter, if i 

applicable, and the results from the johscmening process The 
j&planning and conmaW section it@udes ech i@ns as the des@ i 
ma&& the projectpbn, an@ the ~mmitmentletter. -produd e 

I 
w and mvkw section “@dudes such items 8s the Product 
Development and Review p@n#te dmft sent to the agentiior comment, 
and the W product lhejob udrn&s~ion section includes such i!ems 
as the hal MATS report and other &nhWx&ve documents Ihe 
evidentiasy wmkpaper indezing s&m provides the organizational 
scheme for organ&kg the evidentiary Ws. The hU~.tTie amtents coxWm 
alistofdocumentsthat~toobig,tobefiledinFegularwor~ 
bindem 

The signa&= packqe conta+ key documents from the Job Management 
and product FUe, such as ckamnces kom units like OGC and agency 
comments, that support issuance of the final product and product 
distribution instructions. ms package is used t.0 ckulate the compieted 
product for f+l approvals and signature by the Comptroller General, 
div&io~ or ofl@e he, or’w%e q director, as ~ppropti m 
d&r&&mis wmphed, the ifi$jiQtuw package is not ret&&d. But hq~ 
&ments o/the pa&age am removed and retained in the Job 
Manugemmt and hduct Fiie. (See app. I for additional detsdls.) 
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ChafJterll 
Workpapua 

0 

., 
. . - - .---. Thtzthdatwfile consisk of.&e wor&gsseu chasmemoxsndums - 

of interviewq scheduleq agency W aiwellasagency 
doumihrts-thatprwideti\eevidencetosupportthehdings, 
conclusions and xecommendations (See 8pp. I for 8 copy Of W fOnn 
4Zbtkbinder,coversheetwedforthbvidentarySles) 

~s~d&&/j w&W=,w~*~~~--*f”-@-t~-~ 

Workpapers Comply 
~awaythaZenams thcyWUCtQAGAStZ@oAOS- 

. 

with? 
tamplets, oanrrate, 9tdew~& damrand understa~ a* in-a 
rtandadizedfand ‘Ihe evidence prwented in the wohpapexs muk be 
complete, accurate, reliable, and zm&ient. For ekdronic wohpapaq 
thet&unmustassignatces5xightstootheraostaB4ieamm~ 
issuear&s&aff,andnon&suearas&aC 

S~shdirldnmGmbcrthat~~forcompletcdjobsmslr4jadb 
ralcrrse to hkmbm of Congnss and othergotnmzmmt entities. In 
addition,uwrkpcpemfmampleWjobsmaya&sobedeasedtothe 
publieunder~~ok~(&4C~.Rpart81). 2kepossibStyoj 

hid 
I- . 

mu-h scndiny udmcmx the impcmunce of GILs(Lrins &a-t wodgnzpem 
ampnqmwd in aownianc&with (i~opoiicg, whithfoliuws GAGAS 

complete and Accuxate hidence supporting a&job o@ecth?s must be ampiete and acmmte 
The workpapels must (1) identify the methodology and procedures used 
to obtain and analyze evidence, (2) demonsaate the nsture and scope of 
GAO’S work and (3) support all findings, conclusions, and 
NtCWUIiUrCblliOnS. 

The korkpapem must also show wbai m2Uhematid calculations were 
done, who did them, andwiast tests were conducted to ensure 
completeness and accuracy. All GAO calcuh!ions signilicant to the job’s 
objective(s) must be verified by repeating the calcuhion Au nonuo 
-, iignmnt to thejab’s ot@ctiue(s), must in&de 
ezpLana2~ of what was done to~ensunz wmpMeness and accumq 

‘Ike completeness and accuxaq of workpapers, such as records of 
interviews, are signikantly enhanced if they ares prepared promptly after 
tbeeventoccws or the evidence is gathered. -,, 

. 
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Chapter11 
Workpapen 

Standardized Fomiat 

preparation; and (3) presqu~~professional apmce. Gene-, for 
each documkt, workpapers sho$d 

“, 
l include the job code, the purpose, and the source, 

‘. 

l identify the person who prepared ,the document and when it was pnzpar4, 
hd, ,’ s ,i 

l provide evid~~ that the w+pqexs have receiGed supenrisory revk~~. 

Using the Dam Colleclipn arid @al& (DCA) application for workpaper 
preparation will iuknafically ptividi greater standardization The DCA 
does this by (1) autotically assigning a iile nun&r to the document. a~! 
(2) requiring Speclh information .&out the source, date, and subjea 
rnii&er of the doiwment. In additioh, the DCA has templates for documents 
requiied for the job iI+ +k yent, and job design, as well as otkr 
admir+mtiye f?rm+..e prepi+iOi+se worlcpapers may place the 
t&ipla+s electroni$l~ in a DC& folder entitled .Job Management and 
Frocluci Ne.’ @pp. I cont+ns the GAO form for creating the Job 
Management and Product File.) 

I 
Additional guidelines on preparing paper and eleca-onic workpapexs are .*A,. 
included III ap&kiiiIL ’ 

_, .,. 



I mdcppers’Be 
WgiIliZ~d? 

For the Job Managem~,~d Rot&&t Ne, the preprinted tabbed dividers 
‘provide a standard me@d fo? d ~theworkpapesacsocistcd~ 
~~~~df~job:rmdthed~~murtoftheprodud.Fortht 
widentisry 61e, howeva;, be&se of the diversity of W’s auditsnd 
~~onwoik,,n~single’~~n~or~d~systemcank 
presc&ed’l%ejob&amandapersondes@tedbythatkeamma& . 
determine the overall indexing scheme for the evid- 6ie which best 
meeti ihe needs of the job. h t&Id&q wox%p&ettkunhri~ msy be used 
to o@anize and presentthe results of ajob segment. . 

1 Indexing Workpapers Whether paper or elechwnic workpapers are prepared, the indexing 
gstem should-in&de an ovexall indy be simple and chwut, and a&gn 
a unique numb3 to ea& wow. 

l ~i~~systmrsharldbe~sirnpleanddeurr-crit~passible,to 
bestmeetthe needs ofthejob’and make identi@ing, suAng, and haring 
workpapers easy. 

l The ouemll in&z identi6es the organization of the war- and their 
inMonshipk The ovemll index should ah identifyithe 
organizational scheme of the evidentiary files For those workpapers not 
entered onto the DC& the overall index should indicate where they are 
being n%aiMd. A paper tiopy of the ovedl index should be retained in the 
Job Management and Product File and it should be identical to the ovexall 
index retained on the DCA 

8 TheindQingsystmzdLouldcusignauniquenumberforcoch~~. 
that permits apss-refurn6ng and facilitates wg material included in the 
reporr’tci qmik suppokt&tg evidence. This is done automatically for 
workgiapers pm on the DCA In the case of paper workpapers, this 
numbeh~ must b&done manually.‘?f~r paper workpm, the tap right 
corn& of each workpaper (sched@e or interview) should contain an 
identihr. For multiplc+page, agency-provided documents, the ht page 
should be indexed and ihe bottom of each unnumbered page should be 
numbered (for example, VlO, Ul.O,3/10). If an agency document has 
numbeied pages, the pages need not be renumbered. 

In addition, the indexirig system should bring together all workpapers 
logically related to each other, including the applicable job question(s) or 



.._ . ”  - .  - I  

m ~~s~~ed~matrkor~projectpiah”I’ - 
uoss-referencing of worig&qqs.(l) reduces the need for da&a duplicati~ 

.  

l en&e a reviewer to qu+dy &sp the pa!uxe of Work done and h,q 
. of suppori for hiings, co+&ions~ and re&unencla!ions; aid 

.  .  

,  

l filcilitate drafting ihe !hlprdu~ 

when usec2,worlcpaper summaries should be indexed to wor@apexs to 
guide the revikwer to suppottingevidt&e. 

Why Must 
Workp+pers Be 
Rmietied? . . 

Workpapers mu& be revie&ed by supervisors to ensure compliance with 
taca +d +o policies and prqtceduryes. Supervisors must also review 
yvorkpa+s in a timely xiianner.‘(U the asistant director is the author of 
the work&per, the ,qsoc@e c&reck! or issue area director, or designee, 
must review the wohpaper.) 

Purposk, 

Po#e 11-7 



‘he woriqiperbinder ckrsh&etspnwide for !he responsible s&s&ant 
directo~ss&nSure,alies&gtothemkwoftheworlrpapusinthe 
biiderand ckpliankrith~~o’spoliciisandprocedans 

mumentation supdwu&ummust~ 
havebanpqmnxf.Therevi&&ouldensuret&any~ - ’ ’ 
modifications are made or, if need&, additional evidence is colleaed on a d 
tilnelylL8ssk 

St&f should promptly addre~ and resolve all supenhxy wminents 
mised in the workpapek Before spprovhg the worw supenrisors 
must ensure that all outstanding questions or comments have been 
SUMactoxilyresolved. 

The wohpapers must contain documentation indicating that the 
supehsom Mew has been performed For paper woA&pers, the 
impefvdr may sign each workpaper or the worlqmper binder cover shea 
For electronic wohpspers on the XKIA, the supervisor may use the version 
comment box for individual workpm me supervisor’s initids and 
date ari2 su!+ient.) Workpapem, such as agency manuals -aiwW~, 
need not 6e individuatly aig&L Whether paper or electronic workpapers 
are used, the supervisory review at the end of the job ensures thatthe 
workpqers ire organized in a logical manner. 

ForelaLronie~~,~thear penriswyTel?iewisamrplete, 
editingri@ts fd tkiixw@ia* 3hSuldgenercrlly be nnfoked and the 
t7onleM of the whpapem should not be changed. . 



c 
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As shown in table 11.2, GAO has esublished access levels for the wuious 
types of workpapers The level will vary, depending on the type of 
document and the scafI member’s responsibilities. 





I Sharing Workpapers With 
Non-Issue Area Staff 

~GAO~shdlJdbegrrrntcd~~~~“-toeLGchmric 

~a~ontheDcAIn~ditio~non~eareasteiIandthosenot~ 
the job team should have ‘Read Only” access to background da@ such as 
agency policies, manuals, or procedures -Read w access may be 
extended to all GAO StazT for the Gnal designinafxix (approved by paat 

director or issue area director, as specified by the division A=), without 
thecostestimate,onceajobisciased.Tobeusefultoothers,theiinal ’ 
design matrix should accura!ely poruay the snal product 

Staff outside the issue areq including attorneys and econornisfs, are often 
pan of the job team. In general, these team membexs should be gxanted 
‘Read Only” access to the workpapers 

Other staff outside the issue areq who have a work-relami need for 
information in the worm, may be gmnted ‘Read Only” access to 
workpapers for closed or ongoing jobs Such access would be under the 
following conditions 

1 l the workpaper has received supervisory review and 
. 



,_, :i 

1. - . , 
generalrulemay~wfren~oo~mo~issueareasarecloselynlsted 

,, _’ .‘. e 

How Mm ‘.i’ .’ TW members.mu+ follow the.geyd requkments for safeguarding 
” 

workpapers Be,,, 
Giikpiijms as will as the~s&ciaE+uirements that apply to certain types 
of infotmation, such as cl+s&& proprietary, or tsr 

%feguarck~? ‘, _ :ijl ,I:; ” 

General Requirements for 
., 

Allwodpa~mustbe.handkdroithprqperwseandsqfegucrtdedto 
Safeguarding Workpapers -%!kf% WW deshLction, md-lie fo lcIswthoriDGd 

People. Fol:paperwqrkpapers, lo&ion in ~~o-co&ciiled 05ce space 
., usually aifords adequ+ prot+iqn For elea-onic worh _. 

safeguardsare,pmvided,~u~,secesslevels(seeabave)andoarc’s 
establish+ procedur+s fq~ uzfng passwords and other monitoring 
co-k Ijo& the IAJCzt$n@+@ if a document is inadvertentiy 
de&ted. Notify thy, issue..qre+yc&, the local LAN er, and 
owe if (1) inypprop+.e access tights ‘were assigned or (2) unauthorized 
stafl have access tb workpapers (See GAO Notice 510.22 on LAN/WAN 

., 
1 

&wcial precautions should:be taken..when workpapers iue outside of 
~~onfmlled space or thp safe- provided within Go’s LAN. If 
satisfadory arrangements cannot’be made to adequately safeguard ,’ 
wo- in such location& the matter should be brought to the 
attention of th&appropriate issue area director so that suitable rnv 

I 
to protect $he workpapers ,@an,be”@cen (For additional details, see ti 
Sea& hibual, &to Oder 0910.1.) 
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l recormtcdfor~dcantiolichinthcma~vpnscribedforanydocwmart 
of comparable classEca!ion and _ ., *. 6 

l nhcnp~,in~~61cs,mPrkcd~~d~~ninIolrmrtion 

Diskeaesth&h&ebeenused~forciksifiedprocessingmustalsobe 
properly marked, protected, and destroyed. Diskem maybe degaus& 
reformatted, and reasigned for use on another clasiiiexl projet% 

. . . . . 

Safeguarding Tax -: I~~taxnCunrsrotherdatareportedtotbe 
Information ~SntemalRevenueSenfi~~)ortoagencies--thatcanbeassodated 

with iriindividual taxpayetmust besafeguarded in accordance with 
proc&wis aljlprovcd by the Secretary of the Treasury. Unauthorized 
discldissub~to~and~penalties. Casultwithomcand 
the GGD Tax Issue Area for further guidance on the procedures for 
handlingsUchinf&malion 

Safeguarding Other 
Sensitive Workpapers 
Requiring Special 
lhatment 

‘Official Use Only” information-as determined by the originating 
agenTad sensi6ve infomuati&-such as proprietary da@ Social 
Securiw numbers, personal med@al information, information covered by 
pledges of con6dentiaiity, baMx@ da@ and other legally proteaed 
-us-t be spedally safegbarded. After normal work hours or when 
not being worked on d&g the workday, such paper workpapers must be 
stored in locked pIaces, such as moms, desk, cabinets, or book- .*. ’ : ‘. -I ‘. 
Other safeguards, applicable to both paper and electzonic workpapers, 
include 



-11 
workpapen 

. . . . , . . 

, : 
. _,’ : 

. 

I 

systemsmustbeprote&cci.topnventunauthorizedsel~oruse’oflsuch 
data (For additional details, see GAO Order 05102, GAO Information 

,’ Systems’Sec~w and GAO Notice 0510.22, GAO LAN/WAN Secu&y.) 
. , :  ‘, _i :  

, .  

.  

D-g' With L&t or i&&en 
Woikpapers 

The follgwing provides thq.requimments for dealing with lost or stolen 
Woricpapers-paper or el+ctronici 

Paper Workpapers 

I  

If pap43 wpe~ an2 Los& the &should be notified immediate& of 
the cimmstae sumwading the loss. The PC shou&l notify the 
~ttr,alongwiththeisueateadireaor,sothatan 
fppq$ate course of actioi for 1-g or replacing the lost workpapers 
canbe determined. ,i, 

lfitseemslikelyLhdthe~~~Stolen,the~bui(ding~ 
OrsecuritypersonnelrqherretRethefttookptcrceshouldbenot~~ 
@maxi&y. The +rson who had custody of the sblen worb 
should prepare a memoxande dest$bing all facts pertaining to the \ 
incident, including (1) approxima@ly when (dare and time) the theft 
&curred, (2) how (for example, forceful kntzy into office, tie cabinet, or 
safe) the theft.was~accomplishomplisired, Q),)vhd was notified and what 

P4e U-16 6eoeml PolwalRoccdw Maad - FckPu) 1~. 



l accessrigfitsare~~grpntcd,or 

’ 9’ 

l mnieone acccsoisthc information ivithout authorizzition 
‘, ,’ 

Indrecsseofinadvatarteresureordelition,theLANadministratorrd 
OMCspecWsbmaybeableto nxowr the information In the case of 
inapprop* assignment of access rights, or ianauthorized access, gi2iff 
should notify the issue &eii‘c#kekor, the LAN administrator, and OIMC,;& 
apprapriate, the issue area director should consult with OIMC on the : 
appropriate steps to be taken oaxc will nofify the appropriate security 
OffiCiSlS 

The ~m/Poky has w&all responslbiliity for dealing with requests for 
access to workpayss The Once of Policy should be consulted for 
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workpapers 

.. . 
l the requirem& of the ciao Security Manual for clasSed, sensitive, or 

proprietary infonnarion have been.met. 

(For additional details on requests from the Congress, see & 3.1, 
Supporting the Congress-Rqnwg to Requests for Audits or 
Ehaluations.” For additional details on requests from other government 
entities, see &, !4; “Agency Fklations.’ For additional details on requests 



.  

- -  .  -9 - ~tiiqmblic; ch 16.0, Wther Audit- and Evaluation- 
I Policies-Policy Summa@ and 0~0 Order 133o.L) 

/ 
,;,’ . ._ - 

- Which Workpapers The worlqxqws rdevant to the job’s objective(s) or product@) mW be 

Must Be Retained,, 
-mained. When ivoriqupas ar+ no longer need& they = txansfd to 
the Federal Records Center (FRC) 

bferred, or 
Destroyed? 7s . . 
Retention of Workpapers w&itlpemmustberatcrincdforatlmst5]YEOrs~Ulc’jobis 

ampleted ‘he workpme Job Managementand producLFne and 
the evidentiary files--9ssodated with a closed job should be kept in one 

~placdJnlessotll~rsqcpirrdtokretain~inpaperfonnas 
W~~bcretaincdontheD~EachdivisionmustesEablisha 
plan for stove and quick retieval of worn The divkdon’s plan 
must include a logof the Job biansganent and Product Flls While it is 
prcfemdt;oItgintheJobManagemcntandRoduclEIlesatheadquartcrr i’. 
for the entire 5 years, the divisions may send the Job Management and 
Product Flls to storage along Mth the evidentiary 61s 

@ii9 

Onlytkasewtdpaptmthata~9t&wnttotfrefinal~andrm 
. amtaind in the Job Manqement andproductlRileandtheeviden&~~ 
fztsmtutbeTetainadasthGo~d w~pmTelelmnttothe 
job’s objeetiva, even if not addnssed in thefinal prroduct, mrcst also be 
nz.&ained as pwt of the om nzod Workpapers extraneous to the job’s 
objectives or duplicates should be retained-in the issue area library or by 
scaE for follow-on jobs-or destroyed. When workpapers are removed 
ham either the Job Management and Product File or the evidentary files, 
the removal of the workpapers should be recorded and the workpapem 
should be remmed in a timely manner. 

/ F-T?= .:v .,. 

I 
Usually, if the workpapixs on a closed job are not needed for follow up or 
other purposes, evidentiaxy workpapers in paper format should be 

tage U-18 Gonerd POW- -yVul-PcbrrylSW ‘k-J 



l establishing a tirimary s&me oi’iiif&ination on an issue of farmaching 
national or inmonal importance,, 

l preserving informatiOn on ~@tarelessfar-reachingbuts@ni!iomt 
ti Ar@tds heritige or +ure, &d ,, 

l having asignifiqmt impact on mo. 

Jobs con$idered for dpgxqiion as historic have involved issues such as 
Social Secbfity, th! gaviys aqd loan crises of the 1980s and 199Os, the 
stock market cWh of 1987, the B&n&d Budget and Fhergency Deficit 
Conql Aqt (l@$), the wgic Defer+! .Jnitiative, and the Iran-Con&a 
controversy. In tti$ pas& Sri* job%, havi also involved 8rchaeologicf4 
preserv&on and American Indian’ aMfacts (the infoma!ion GAO aGc%ed 
is considered a primary source for the history of archaeology in the United 
States). In some instan&s,these jobs have p&n-d Gi\o’s. day into an 
issue’of iiationil impo+ice: or laid the groundwork fdr applying new Or 
advanc& ev&ation miAhxi6logie$ 

,, : <. “.t 

I 
‘Ihe GAO History Pi-ogmm is responsible for identifying completed jobs 
with potential historic significance. Generally, only a few jobs in any one 



. 

Yhnsfer of Workpapem hgmuu&thewtMpapMass~roiUradosedjobsiioulrlbe 
ht&iined in one Lbcufim At a mlnlmum, the completed Job Management 
and Fkuluct Ne must be xx&ined at headquarters (with appnqniate 
-WWUXStO~VV~~aondOIltbeDCA).ItiSprcfemd 
thattbis61ebere&edatheadquar&sfortheenMr&ntionperiod 

Soon dter compktloi of a job, field offices genemlly should txansfer 
psper mxkpapm to thC headqurters division or office responsible for i -\ 
the job. There the rporkppem nomylly are used in hdizing cao 
~‘roducts, develop@ cjuesbions fdr use by congtessionsl commit%ees, and w 

PmfHw acwmp~ent repma 

When wotiqzqms are tzinsferxed between GA? offices, a ciao form 355 
(WorkPaper Flks ‘lkmmhd) or alistof the transferred Gles should be 
ai?achid to the transmioal memorandum accompanying the Gles to the 
nerb’iocatiok A copy of the list should be returned to the sender. 

For completed jobs that used the DCA for records management and 
storage, tramif- the electronic workpapers to FRC is not necessary 
since the workpapes will be stored for the designated time period in a 
near-line or ofMine 2itatus ., 

’ Workpapas containing tAassSed or sensitive information must be 
transfd in accordance *th provisions of the CA0 Security Manual 

Destruction of’ Workpapexs F’RC will destrcty workpapem on the disposal date specified by GAO. Before 
dkstroying them, however, FRC will notify reqonsible GAO divisions and ” 
offirz&~If iliii’tiorkpajik n&d to be retained, an additional retention 
p&c@ should be requested in a memorandum, jusMying the longer 
retention period- ’ 



.- Worl&apk &ould kqlly be &&royed in accordance with GAO order 
0413.1 @e&nds Diq&ition P&ram) and the Supplement to GAO order 

the’ji;avisions of the GA0 Seku#$ M+iuaL /,!.’ i : 

Rel&d’Materi& ,’ 
. 

- 

other chapters OfThis 
Manual 

6,PlannhgandhMagingJ~ 

. , 8;conecting Evidence. 

15.0, Other Audit- and Evaluation-Related Policies--policy Summay. 

2xnmunications Manual 12.13, Ensuring Product Qualiw. 

12.14, processing and DhMbeoA;o Products 

GAO Orders 0135.1, Audit Assignments lnvolving Access to Tax Information and 
Coordination of GAO’s Work on Tax Policy and AdhMration at ‘lhaswy. 

0410.1, wo Records Management Program. 

04 13.1, Records Disposition Program 

0413.1 Supplement, GAO Comprehensive Records Schedule. 

04 13.3(A-91), Storage, Care, and Handling of Audit Workpapers created in 
Computer Magnetic Tape 

0415.1, The GAO Vital Records Program 

04 16.1, GAO Standardized Subjective Filing System 

0510.2,q~o hfo+on Systems Securi@. 
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a10.1, The a0 Semi@ Manual. 
. . ‘; ._ , ,:, . . ‘. 

&i()&*~.~& , 
b ;_ ,;: 

.be 

Repa&g,Documenting,andReferencingIKicrocwrpatcrnPtalB4sc~’ ‘* 
Applications (cwmmw.ir). ., 

PImnin~,pnparing,Documurtin&andReferencingsAspioduds 
@MlmmGlLlz). ,. 

tmg,andReferencingLotusSp~ 
‘~~m’ . 

self-paced Th%idng Package entitle!d k&ng GAO workpapm, 
,Training lll+ute (Mar. 1991). 

GAO Forms Mb& Dkaibution forResh&ed Reports. 

115-U, Ddibution for IJnmMric&d Reports. 

I 124, DraMhal Repoti Cleaance Statement 

.219,3Golumn worlqqsr. 

220, Comment Paper. 

222, Blank Workpaper@ver. 

319, Action Routing Slip. 
.C 

355, Workpaper F&s Tmnsmitxal 

372, -MATS Master Job Report” 

419, cao Performance Audit Workpaper Set 

420, Evidentiaq Bindei Cover Sheet 

?o#e11-22 Geoonl PoUddRocdurm hmul - Februry ml 



OtherFoims - . Standard Form 135, Records ‘Ibnsmiti and Receipt 



,  ’ 
,  

-  -  

Appendixk 

GAO Form 419-GA!3 
Perfomxance Audit 
Workpaper Set 
GADForm’ 
420+3videntiary 
Binder Cover Sheet 
Checklist for the 
Signature Package 

Intmduction This appenck contains GAO form 419 for prqxuing the Job Management 
and product File; GAO form 420 the evidentiaq binder cover sheet along 
with a checkiist for the workpapers contained in the S@ature padcage. 
Once the final product is issued, the signature package is not retained The 
documents composing the signature package however must be retained as 
part of Job Management and Product Ne At the close of a job, the Job 
Management and Product Rle is retained at headquarters 

At the close of a job, it is not necessary to retain multiple copies of the 
same records. For example, when paper copies of OCR memorandums are 
produced for the s@ature package and the memorandums are also on the * 
DC& the job team should decide under which format the memorandums 
will be retained. 

. 



GAO Form 4lMAO ~‘- - .- 
Performance Audit Workpaper 
se!t 

.  

.  .  ,  

. ,  

@Cl Performance +dit Workpaper S@ ‘. _ 

. 
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GAO Perfor&&&udit Workpaper Set 
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. GAO Peiformance Audit, Workpaper set 
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GAOF’oxm42C~Evidentiary -:- l - . e.- . .. .- .CL---- 
Binder Cover sheet 

I . 
.’ ’ 

I 

‘. &+@huy BideSover Sheet ,:_ ‘. ‘. \, 
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-GAO form 319 CAction Routing Sip’), &xed to tie out&de of the 
folder, identifying who reviews the &ml product and in what ~auz 

,’ I 

P . 

-One copy of the produd; along with basic and nonbatik transnit&l 
,leaa(s), including snail persanalizid &ansmiti letters, if appr&iatz 

,I 
-GAO form 116 (115R, Distribution forRestdad Repoxts, or l&U, 
Distribution for UnrwWzai Reports). 

_’ 
-Congressional request letter, significant OCR memorandums; or other 
material documenting the request, ifapprophau~ 

I ,-Copy of statement of intent and/or cmmnilment letter. 

~Chpy of Agency Comments orMemorandum documenting Oxal 
Comments.’ : 

I 
-Jkxxunentation, such as GAO form 124, showing coordinahon and 
approval of draft product kom a!kted or advisory units, such as csc 

Fhtand last pages of most recent GAO form MATR372 (“MATS Master 
Job F&port-). 

Any other material specified by the division’s or office’s processing 
0Rk.L 

:.. 
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/ AppendixII: ,. . ..? - -. .. .’ - . . . . .’ . 

Additional GuideIhs 
on Prt@arati~n of * ‘. 

:. . T&T 
Worl@i@ers ” . 

j, 

1 Re&ring Paper The form and content for paper worhpq= follow 

W@qwwxs : . 
, 

Form and Content Workpapem generally should be prepared on &lh?inch x 11=&h paper. 
Exceptions am (1) ckumsmm in which the data display demands 
wider orlongerpapuand (2) agency-provided legal or unusual-sized 

1 documents and computer printouts, that should be reMned in the bulk 
ms 

. 
WorkpapemshouldbepreparedononesideonIy.Ifitisncccssarytowrite’~ , -. 
on the ba& the front of the workpsper should be appropriately noted 

n\e job code, but not the job title, should be included at the top center of 
every workpaperdntemiem, schedules, and other documentf--because 
the pages might become separated In addition, an appropriately worded 
workpaper title should be induded, at a minmuun, on the 6rst page of 
intemiews, schedules, and other documents For bound documents, the 
appropriate information should be cited only on the coyer or first sheet 

Aapurpose” snd %ource’ should generally be included at the bottom of 
eadl document When space is limited, staff may (1) write ‘over” on the 
bottom front of the Grst page and put the information on the back of that 
page or (2) insert the purpose and source on a sepau&e sheet of paper at 
the tint of the document or on the tabbed or divider sheet preceding the 
documentm .:r 

. 

Workpaper preparers should sign and date the iirst sheet of 
agency-provided documents. Schedules and interviews should include the 
preparer’s name and the preparation date on the first page, and 
subsequent pages should indude 8t least the ~reparer’s initials and date. 
Use of a preparer’s stamp is permiw4ble. 



_; ,, ,., 1.1, ;,” ,‘,,’ .. I;.. 

Fon;?,tnd Content 1 ’ ‘. ‘The DCA submah$ly s&kin&s some of we form and content 
&n&der&$ ,&ch ti id+ii&‘the job code on each workpaper and 
numberingkach page in the w&hper. For paper workpapers that will 

.. 

not be scanned into the DC.4 aqrorkpaper summary, identifying the 
k&e &kl p&p&e of t$& workp@er, should be prepared and entered 
into thei DC& ti a Pc+ume$IPho&graph” or ‘Profile Paper Docux?enL’ 

1 FSling Techniques 

a 
. , :  

~ .  .  

‘Ihe audit teaxp should estab+h a system for iiling and organ&@ the 
i&rmation &llected bn ihe DC% The $ob Management and Product File 
(in ‘klectikic fad) provi$Sy F standard system for organizing and 
reta@ng @e 7lrot’cp@rs kouated with job management and product 

1 dvelop$ent. For the evideirtiky files, @n overall indexing system should 
be &&aid to;$&ist ixi lcxzkng records. A paper copy of the indekng 
&&& should: be.‘ret&ied k+itli the’,Job,Management and Fkduct File and 
it should be ide’nfikal to the, indexirig syste? qn the DCA For example, the 
audit team may choose to use folders for organizing the evidentiary files, 
so the indexing system should contain the title of each folder. 
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‘AppendixlIE - Thcpmceduk for the selection and storage of wor@qx+xsassodntcd 

Se@ting and Storing 
with jobs of historic si@icance fobwz 

wdlkpapti for J&s ., ’ : 
WtiHistQ~c 
signiscance~ 8, i. I,, i:‘ ‘.;S 

Onaguarteriy~‘~.~rJi.~~sepit,~~tothe~~dZ 
the Ircclpolicy, will ident& f+m the Monthly Iist of GA0 Reports those 
jobs $&se worl&kis ihy’have iWork zdgnkance Wmanagemeng 
division naanagemis$ or job teaks may also recommend to the rra$Policg 
thatsp&kjobs or’issu& be des@ated as histoxic ^ 

+ 

I 

The Hifib@- dtaffwiil noti@ the Assistant Comptrollus Gene& 
‘Oftheappmpriate~orrsdthejobsseicctedTheHistory~nill~ 
notify the Manager for opentioris and Records Management, ISC, OIMC, of 
the selections. 

,. ii 
7likdlvi!li~&wiila;dviseth eap&t&iate&ueareadkctorsand~esof 
thesdecti&iThencs&Ilmariitire workpapersfor2&yearret4mti~.and 
indicate that the workpapem have 8 myear retention period’ &hen th@+ ’ 
Eli the z;rrO’form 355, ‘Work#aper FIl&-Bttal,’ to send &hem’t,q the 
rwids gqage center.‘As & kided precaution, elec&ic workpa& 
willbesavedondiske~ 

t’ 
ihe Records MaMgement w will ensure that the workpapers are 
appropriately identi&d,for 2&y&r retention and transferred to a Fed& 
Recofds Center, in akordance’with GA0 Order 0413.1 Supplemw l - 
Comprehensive F&cords Schedule:” 

An@rne ,du&g the $&ar retention period, the ~ccPolicy or&e Histoq 
prOgram staff hay reconsidb whither a job’s workpapers should be 
mained for the full 20 ye At the end of the Z&y- period, the Records 
Management staff $ll ofjet the ~prkpapets to NARA for accession 8s 
pe~en~.,recok$,~ NARA decides nbt to accept certain workpapers for 
gcce@on af$q 2Oyears,,~~o qay @p them if still considered important 

_/, ,. ) ,8 . 
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chapter 12.0 

ChrimuniCationS Policy- 
Policy summary 

. 

. 

P&y GAo’s,policy is & communicate in a timely manna the results of ik 
aud&and &ah&ions through quality products. GAO uses a variety 
of prkiuct types to comni$ni&e these results and provide the 
infomy$on need by c&+ksional leaders, agency officials, and 
others.. 

. . -::.,.- 
. _ 

‘, 

1. 

’ G&O products+ther oral ,or ,~tkn-must (1) meet the assignment’s 
dbjecti&(s), (2) meet &AC)?3 ~t$sburdards, and (3) receive 
=@+www azsyance~~~issuanceto-them 
and o;bje&ive pres$@ion.:@f ih$, ci&ra!l message AU products must 
p,resent pertinent, sig$Bcant, and useful tindingq conclusions, and, 
wheri wtited,~&~tien~?~ at the time they can best be 
used, GA? products 16% be objktively and constzuctively 
present&d and should foc& on &wpective improvements rather 
thGp*we+y+!s . 

GAO’s messa& should be th&&fully and conscientiously 
develpped,apd +ined eughc+t ,tie assignment Message 
development should bq@ at #i& ‘eiirliest stages of an assignment and 
be corginu~y d in Ii&t oi the evidence being developed 
The assi@nent’ieam m&t strive for agreement on what GAO should 
say, what GAO can say,.and l&w it &ould be said. .,’ 

Policy Highlights 
I 

Detailed pro=== and procedures for in@ement&,,GAO’s :, I 
~ommmkatio,ns policy are prqsented i&he tip~i&ikentikg 

, 
. . 

Britiy, the compone$s of GAO’s communications policy include 

t appropriate addressees, 

l mee&g the assignment objective, 

l content tid format of GAO products, 

l . qug& =+ce, .., ..’ 

l processing and distribution provisions, &nd 

l other key policy matters. 



Appropriate 
Addressees 

GAO has a responsibility to objectivelyrewiew federal programs, 
functions, and activities and communicate the results of these eFllolts 
to the co-, congressional m- ‘I. 
Members;sgency officlal9, and o&r9 who can act on the ‘1 
lqfomatiqq provided. GAO eiuhrages good, f&quart, urd opin 
communl~ons wl$ cotqesslonal leaders so that work performed 
pWuant tb their riquests and under GAO’s own inBat& will be 
timelyandresponsivetotheirneeds. GAOalsoencoumgesperiodic 
commu?icationswiththeag~~beingrwiewedmdthe~. 
ti, f&&r a, cbnstructiirt! wo&ng Mationship. 

GAO wiust add* itsjkt&s tb those indhidutds who ~trc in the 
bestjtmdcm to tict on the iqf+iathpnntided. GA6 addrespcs its 
pr$du,c@ to’committee orsubcotittee Chairs or Members bn work 
Fobned at their rGques& GAO should repott to the Qmgnzss 
whencaliingat&ntiontoimportsntmat&rsr6quitingor -tm 
congressional action, when communicating useful information on 
important matters of interest to thk Congress, or when approved by 
the indiv$dual requester.. 

Maths not warranting congressional reporting but that GAO 
believes would be of interest or value to agency officials should be 
communicated directly to them. These products should be 
addressed to those agency or lower level officials who have 
responsibility for the matters reported. (Par additional information, 
see Q& ch. 12.1, ‘Basic Communications Policy.3 

Meeting Assignment GAO products must strive to tier the question at hand and 

Objective(s) 
provide information that is pertinent, significsn~ and useful to the 
reader. While all reasonable efforts should be undertaken ta 
accommodate a congressional requester’s proposed time frame, GAO 
mat not wmpnnnise quality s&mdanis for the sake of thneii~. 

1 Rather, GAO stiff have a responsibiity to work with the requester to 
/ aaust the objectives, scope, and/or methodology of the assignment 

or the type of product to be issued to that which would permit the 
objective assessment and timely presentation of the information 
needed. 

selt?ctionofthe~ucttypeshoutdbt?a?m -natewiLhLhe 
i@mnatimr to be convtqed. Issue area directors should consider 
the com$iexity of the issue being addressed, the degree of detail 
necesmy to convincingly convey the message to those who can act 
on is and the potential distribution of the product (For additional 
information, see m, ch. 12.3, -Audit and Evaluation Products.‘) 
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ck-J~unlutl0na Policy-PO&y SV 

Findings, Cc&h&s, &ch’Gi$O product should’& that the findings and con&sums 
and Recommendations sre wlioily’,co&istent witli the evidence on which they are bssed and 
, pie respqnsive to the sssi$unerit’s object&a The kuiingq 

inc~ud@g the suppqrhg evider&iind :any conclusions should be 
,’ ~presknted in a msnner+her nsrnitively or visually-that achievef 

the tiignment’s objective(s) and complies with the bssic 
charaaeristics of content, tone, and style required of GAO products 
Findings and conclusions should provide a sound basis for any 
recommendations that will be included. ‘, 

. . \ 
‘, Recommendations should de actionoriented, con&king, ‘well 

‘t supported, and effective. When presented, recommendations should 
be hsrd-hitting, specific, convincing, ,snd significant To be effective, 
9tmmmendations must identif& a course of action that will amect 
an identifld problem or cause signifint impnwmen&. 
Recommendations should. dealwith the underlying causes, be.. 
feasible, be costeffective, and consider alternative courses of action 
(For additional information, see m chs. 12.9, ‘Findings and 
Conclusions,” and 12.10, ‘Recommendations.*) 

Views of Agency 
Officials 

GAO values the views of agency officials 8s one means to verify the 
accuracy of the facts presented and as a means to generawa 
cooperative effort in taking &ion on needed improvements. The 
views of responsible offxials should be obtained throughout the 
coutse of an sssigmnent ss well 8s during the formal exit conference. 

Additionally, GAO prefers to obtain w&ten comments in those 
situations where the matters presented -are complex, sensitive, or 
controversial. Written comments .provide the reader with a better 
appreciation of the issues and the degree of agreement or 
disagreement with GAO’s findings. (For additional information on 
views of agency offkials, see Q& ch. 12.11, ‘Agency Comments”) , 
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) 

Format Whije orat briefings are acceptable in certain circumstances, GAO 
prefers to issue w&ten pro@* on the results of its work. Written 
products (1) communicatethe re3mlts conaismntly to officials atall 
Ievels ofgov~ent, (2) puke the reds less susceptible to 
misunde&tanding, (3) make the,r+mlm a matter of record accessMe 
to th~@$ic, and (9) f&Mate followup to determine whether 
appropr@tecomxtivt?me&urk lipve beentakenwhenneeded. 
W&&en pnx@ck also permit GAO t&&et the generally accepwd 
goyemment auditing standard on repohng results. ~- 

Quality A&urance 

.I. 

GAO prudukts should follow the tidardked easily recognizable 
format established for chapter reports, letter reports, and testimony. 

‘j Other products, such as correspondence and briefing materials, 
‘should be produced in such a manner as to contribute to the’ 
professio& image expeckd of all GAO products. (For additional 
inforkation on format considerations, see Q& chs. 124, Thy&al 
I&k* of GAO Products;’ 125, ‘TabJe of Contents;’ U.6, 
‘hansmittal Let&& 127, ‘Executive Summary;’ l2I2, ‘Additional 
Product Material;’ and 12.17, Vstimony,’ and the m . . 
m-1 ,, ..- 

GAO’s policy is to ensure that all of its products are of the highest 
possible quaky and that they accurately and objectively 
communicate the resub of GAO’s work While quality should be 
built into the basiedata gathering and analysis effom, GAO’s tinal 
quality control processes are ,reterencing and product review. 

6d 

Referencing, AU GAO~ucts nmst be independentl YreferacedWhfiles 
docimen&d to show which other quality asswum steps haue been 
‘taken bt$m the products am rdeused. Full referencing is the 
preferred method for all products. However, in those rare cases 
where full referencing is deemed impractical, the cognizant issue 
area director should satisfy this objective through seiective 
referencing and other quality assurance steps. 

Usekctive referencing is used to get the draft to the agency for 
cornmerit, issue area directors should consider. performing full 
referencing while the draft is with the agency for comment Issue 
area directors must alert the signers or presenters of GAO products 
when alternative quality procedures have beenused. 

Page 12.04 

Before isr;uance, all changes to the initially referenced draft must be 
referenced or the documentation annotated to identify what other 
quality assurance measures were undertaken to ensure the accuracy 
of the information included. Additionally, before issuance, the final 
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Other Key Policy GAO’s wnrmmicatiom:poiiq zi+e&s $evfS-d asp=tS too ! nuxngmus to adequately cite iib one&pier. These issues are 
Matters , ,’ , I, : ,, ,: described more fully ithe,fi-a~$ p hi&lighted below: 

l Si&zture he&s: Responsibil&:f& signing GAO products depends 
on the overall message-its Sensitkity, its magnitude, the degree to 
which it is con~yz+l, etchd.the addressee. Sensitive/ 
~o$r.oversial rqo+ or thy~‘including Fetive or important 
rewmmendations. ge+@J!:!$$$;+&F$! by a$ c?*t.,mt 
~mptroller General oHhe Comptroller ‘GenCral,-while the issue kea 

; director/regiqn$ .xniqager Mij usually sign all other reports unless 
the message is such tlja~ a t&h& sign+e level would be more 
appropriate. (See GM, @I. 12.6.) ” 

/; -‘+ 
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l Av@abil~ty ofdn@ rqrarts: Itrequested, GAO provides the 
requester~~aco~~ofaiiian~~~teMmetimeitgoestothe 
agency for comment (See w ch. 1211.) c 

I 

l hqn+iait@ +es of- GAO prefers that all products he 
finabed and printed hefore x-ale&e Sn those rare situations where a 
requm m&it hake h’co*y of a report before it is printed, GAO 
genenrhy will make aprepubkation kopy avdable. (See u ch 
G-14.) . - 

0. p&& ~t&&l ‘$iQ$& GAO +ers to make fts products 
jm&&&ly arxissible to requh and other in&rested parties, 
GAO generslly will honor a requ&er% wishes to restrict distcibutjon 

j for upto S? dam. (See * ch 2.14.) 1 
‘1 

*~&&al hupifli7qj situcrtions: (Zladfied, reStricted, or sensitiw 
information ;esuires special eor+2ations before inchrsion in a 
GAO product. (See Q& &. X2.15, aSpecial ‘Consideration and 
Handling of Classified, Restricted, and Sensitive Information in GAO 
Products.‘~ -  

.’ 
, ‘: 

Key Responsibilities x .&I policyrequirements and quality stand&& are met before issuing 
the product. 

l must devise ne&say procedures and techniques for providing 
effective levels of quality control and assurance within their units to 
comply with the requirements of this chapter and 

l are respokible for devising systems that ensure t+at GAO produz& 
are processed and distributed in a timely maker. 

Issue aecr din&m and managers (and assistant dinztmsl 
asiistunt regional managtmfm individu4al akgnnwakr) are 
responsible for 

l ensuring that congressional requesters and other interested 
congre&ioti, parties are frequently apprised of the status of GAO 

, assignment performed at theirrequest; , 

l ensuring the reasonableness, supportability, and applicabiity of 
findings, conclusions, and recommendations before the product is 
released externally; 
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chapter 12.0 .1 
communlatlollm Policy-Poliq s& 

Related Materials 

GAOOrdexs 

Other Publication 

(xlapm l2.1 to 1221. 
. . 

opo.1, ‘coordinatioxL’ * . 

6411.1, %upplement for SecreWis and Typists’ 
* ‘_ 

~11.2, ‘Thadling Congressional Correspondence.’ 

~16.1, m. . 
. 

09!50.1, TJnauthorize!d Rehase of D&t or Restricted GAO Reports, 
or Their Contents.’ 

1412.1, -xkstimony Before Comonal Co-. 

1553.1, ‘GAO’s Policy Guidance System’ 

BGuidelines, OlTbfC (formerly the Office of Publishing and 
communications [OPCJ). 

. . 1 OlMC (foxmerly OPC). 

‘Izmeliness (GAO/OFi-G.3.1). 

. . . m Guidg (GAO/OPG1214.3), OIMC (formerly 
OPC). 

.*..-. ., 
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Supervision- 
Policy summary 

‘. ~$luml~follbwup, to ensure ‘@alityand timely work and appropriate 

.i,. 2 ‘,” , I,: 

‘I@$ over+; expcqt+ti&q & bupqisio~ are best conveyed by the 

Es@e&&ns ,< 
Comp$t@kr ~et$+me @, ~O&memorandum He stated thatz 

1 
l . 1 . lien2 &buli be no misundirstanding of my positiOn on the 
i&or&e of GAO~dbing, t&being idie to demtnstmte to othem 

‘. -.,; *, yvh co~~~~:~~ty~w~r~ confqrmy ti!h OF, ” 
:. .+ pw.supenfision, and,+q$dece .@ndards must by% an’intea 

,I part of our.wq. of doin@us@ss., I sm confident that we can 
: rbb.6vkau ga&s &I bo$u@ality an@ timelines by more 

~on&stent ,a&ic&i& ofq~p+i@& and procedures undei the 
direction of supervisors who wiil eikrcise sound professional 

. . ,, judgment regardingthe n?m qmounts and types of evidence, ,I_ .I ;.: 
,.. plannin& qd supey@o,y @,++r jobs.” 

., 

_~ l&or supeA&y roles &id. &&sib&& are briefly discus& 
be!o~ but be &scribed in’ &s&r detail in chapter 13.1, 
*Supe+ion.’ ” ‘, \ 

D&eloping Assignment Sup-~ gust develop a? +uU strutegyjor cxmducting an 
Pians ’ a&@mmeW. EffectiGe super&ion b&gins with the &rate= being 

spelled ouiin a plan that dewi+ the assignment’s objective(s), 
scopq’ and methqdology &d establish& the roles, responsibilities, 
andtasksofeachstaffm~mb&r. ” 

Pye 1s.w Policie~ocedurea ManId November 1992 
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/ 
-3 _, 

s-rig Eqlecmions 

Overseeing As&m-tents 

,guidethninthecLssignedwmk GoodsupehsorsinfonnstadCnot , 
only of what work they are to do and how t&y are to proceed, but 
also why the work,& being conducted and what is to be 

1 accomplished. 

To the atent practicable, supervisors should consider- 
members’ developmental needs and go& and assign tasks to help 
achieve them When staifwith theskills’ -=-Y-m- 
-specialtaslcs~notavailable~~the~~~,,arpervisorsmust 
dt h@wyw+!#~ Pm?+ ~i=nWm@d=+i = 
recommend ~‘&ignments* objm scope, a~ 
methodologies. ,. 

At 2?w beginning of the pnfmmtmae p&ot& supervisws mu&t 
- annmunicatethee5ticalelemats oftotMbbepi??y=~d~toell. 

as the perjhnunce stundu&. These expectations should be set 
withinSOdaysofaperson’sbeingnffinneaba~or~lePsL 
inmally, mvlewed peMdically, and mod&d when necessary. 
Expectations consist of a clear understanding between supervisors 
and staff about what performance will be expeckd and how it will 
be evaluated. (See ch. 15.1, app. I, %xpectation-Setting Check&-) * 

%mvisoxs* mspo~ibllties for ensuring that quality and timely 
work is performed vary depending on the positions of the 
individuals. However, supervisors at all levels are expected to travel 
when necessary so as to oversee their jobs and can-y out their 
responsibilities. 

l I3utzlW-in-me (EIk), ppject managem, ur site seniors 
Cfimt-liiLe-su~m] pmvide on-site, day-to-duy ouemight of the 
wth and am GAO’s primaq~ quality checkpoints. They ensure that 
the work is being done in accordance with approved assignment 
plans in terms of both q&&y and timeliness. They continua& 
reassess the appropriatiness of issues being reviewed and keep 
management in regions, overseas offices, and/or headquarters 
advised oh needs for changes to assignments as approjxiate. 

They keep uptodate on the job through daily contact with staff and, 
also, in a more formal way through the prompt review and 
evaluation of workpapers. These supervisors and staff assigned to 
jobs share the responsibilities for ensuring that the work 
environment is conducive to accomplishing the assignment 
objectives. . 

l Assistant directors, assistant regicmal mmagm, and a&stunt 
overseas mmuagm or their reptlesenkatives msuw that first-line 
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supervidon-Pou~8~. ,, 

progress and for identifying the need .ti improve knowkdge, skills, 
and abilities. Written performance appxaisals are prepared after&e 
staff members’ roles on assignments have been completed or at least 
annually. For developmental level staff, such assessments must be 
performed at least every 6 months. Supervisors also are responsible 
for providing feedback to home units on the staffs performance. 

’ Key Responsibilities Stqtrare responsible for ensuring that their work meets GAO 
standards for quality and timeliness. 

EKs, project nuznagetx, or site supenrisors are responsible for 

l preparing assignment plans and 

l setting performance expectations for assigned staff, reviewing wo;k, 
giving recurring performance feedback, and completing end-of- 
assignment or annual performance appraisals. 

A&stint directias&tunt regioM( or ovtmea manage ar heir 
designets are responsible for 

l supervising the development of assignment plans; ,- 
l setting performance expectations for EI Wsite supervisors, giving 

them recurring informal performance feedback, and completing their 
end4assignment or annual performance appraisals; and 



Chapter 1S.O 
supuvkloll-Poltcy EbmlMq 

l rewi~end-of~entorannualperfo~ceappraisals 
P=P-dby~~. .-:,,. 
oimctarscmavwngiondmrnrogrrs are responsible for 

l saMyingspecialjobsldUneedsbyassigningpersonSwlthneeded 
@dUscir~other~csurd 

,‘, : . 
_ l en&ingth&(1)assignmen~uepm&superviscdand@)nork . . i9 pe$orxned li iiccoti wlthall applicable govemment auditing 

lEtglIB’ 

. . 

. 

. 

, 
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Appendix I: 
Shared 
Responsibilities of 
Effective Supervision 

Element of 
EEectivc 

Supemidon 

Bespondbilitiem 

staff 
. 

. 

l Responslbiliriaurd 
UptCWiOnS 

l Chrly describing ask 
md relationship co job 
objectiws and being 
wlllkng to consider smff 
prtftrams. 

l SUggcstingrrwcd 
pelsbn8l8bllltia and 
interts5 

l Chmiignt responsibilities l obmningcuxTen~ 
balm+, ibsthand 
knowklge of 
perfommnce; communi- 
ating nsdu; giving 
advice and counsel; and 
a-edhdng the tffort as 
needed 

l Excrcis& due 
profetsional art, asking 
questions, rtquating 
help, making needed 
suggtstions, and being 
rcceptivc to advice and 
co-. 

l On-the-job paining and 
identifying of develop 
mental needs. 

l Performing or axTanging 
taabing, being akrtto 
areas of perfomutnce 
‘shodalls,’ and rellting 
them to developmental 
netds. 

. IdentUying areas what 
hekp may be needed U-I 
8chieve hWher career 
goals and being 
rtspomivetotninlng. 

l Performance appraisal l Rekng objective and l Being openminded and 
adhering to oppnisal performing stlf- 
eandartbi WP--J- 
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Supervision ” ., ” /: 

Overall, supewisors are reqhnsibl~ for ensuring that appropriate 
supervision, is given, but s$f share iy~ the responsibi& of ensuring 
that adequate supewiSioh is recehd. 

d Major Functions .;. .,. 
l developing aqignment plans, 

l zssigningtasks, 

Page 13.14 PolicierA’roceduru Mmual November 1992 
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saJwrvi#ion 

l settingexpecWons, 

l ovemAngpssignme!nts,and 

l ewWdingstsifandprovidingdevelopmentalo~esurd 
on-the-job tminix@ 

Developing Assignment Assignment plans direct how GAO’s staBand other IUKBF are 
PhS use andprovideafmmeworkwithinwhi&su~onis+xe&Wi 

to ensurejob con@?tion. Therefon?!, preparation of theke phs 
mustbesupenWdbensurethatth&appropdMyoutlinethe 
work to be performed and co+era clear definition of the 
assignment’s object&(s) and sn appro$riate and sound 
methodology for ad- these objective(s). . 

First-line super&ion responsibility I with the evshaator-irr 
charge (ElC) or project manager 8nd $he participating regionall 
headquarters counterparts. Reparation of assignment plans should, 
ataminim~besup~WWMewedbyaasMantdirect~~~ona.l 
or overseas offke representatives. The extent of direct, day-y 
involvement by the assistmt director/regional or owzsess 
represent@e depends on -m such as the assignment’s 
scope, complexi& or sensitivity and whether new or innovative 
methodologies are involved. 

Supenrision of assignment plan preparation includes 

l pticipatixig in discussions with requesters and their staffs to ensure 
that assignment plans.~ocus on their concerns; 

l participating in selecting methodology through discussions with 
representatives of other groups, such as design, methodology, and 
technical ai+stance and economic analysis groups; the Program 
Evaluation and Methodology Division (PEMD); and the Of&e of the 
Chief Economist; 

l visiting work sites to test for availability of needed evidence; 

l ensuring that the team meets the quality expectations and is 
complying with all applicable sumdardq 

l estimating completion dates; 

l determinin g type’and amount of‘resources and special skills needed, 
including staffing requirements and work locations; and 

. je 19.13 PolidulProcedaru MannJ November 1982 
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@, zw+ning tasks, wpexviso~~ &i&i &+der auditors and 
evalyator$ skills an! proficient c@pB with the job ._ .a,.’ ,, . 
diywi+*~~escri~,in 1 

,,., -and S.$j$$ti&~~bdd r&sin alert for and 
re@+e:&y conc+F x$$@g%y of the y*ow Book standards, but 
wiih pa&ular attention to ihe inde&&& and qualification 
+,m and ,pe cy$yhg.ed~~ti~n requhmnt. (See ch 4, 
.+rida@s;“) 

’ i 
‘~ 1.. -. ,’ . ..,- ., -, ..;; s 

Sum&, should antic&&the na tooi persons with specialized 
skills in othki dis&lir& and’initiate &ticin ‘& early as possible to 
c$win .$e+ed e&t+nce. If p-m, *F,needed skills are not part 

.’ of zip *ie,ent team, &I* S&l& n&y be a+ailable through other 
GAO reSoQh!es, &I& as de&g, rnk~o&&&$, and technical 
assistance’ljbuj$ the o&it6 of the G&e& counsel; PEMD; or the 
Office of t&e Chief Ecqnomist ,Jf the need+ skills are not present in 
GAO or &available when needed, ex$ht hdvice and consultation 
c+n ,be yquired under contqct. @ee GAO Qrder 2304.1, 
‘Employmeni of Expertsand .&ms&&ts)“) 

&ti.ng Expectations At the beginning of the performance period, supervisors must 
communkbthe criti& elemeh of work to be performed as w@ 
as the pexformance,standards. GAO’s staff, at a minimum, is 
expected ‘I? perform &the fully successti level as described in 
GAO’s pyforpiahce standards. 

‘j .,’ 
Expectations should be set within 30 days of a person’s assignment . ^ ,. I. ana Shodd c6qei’..& such ~, /, ,. .<, ” 

l specific tasks to ,be perfoimed, 
‘ 
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Chapter13.1 
GapemUon 

l khentheoutputsareexpectedfobedeli~ ;. ,., 

Overseeing 
Assignments 

All ~+rnembee should adopt ad attitude in working 
tdgetherto achiewithe tm@unents objet&e(s). If other duties and 
~~billtiesinterfere~~orprwentteammembersfrom 
hhiqiately fdfdlhg their cent responsibilities, those persons 
sh&ld &&u&and res&esuch conflic+s with supervisors and 
di&ion/regional’xG+gement as a$ptipriate. 

.’ 
Supewiso~“responsibilhies for ensuring that quality and timely 
work is performed wuy depending on Weir positions. Supervisors at 
all levee, are expect+ to travel when necessary to ovemee their jobs 
andcarryouttheirresponsibiities. 

protide on-site, day&o-day oversight, of the work and a~ GAO’s 
pIimag quality checkpoirits. They 

l promptly review work being done; 

l assess the reliability, accuracy, competence, and relevance of 
evidence; 

l provide needed advice or a&stance; 

l continue to as&% whether GAO is answering the right questions to 
resolve the assignment’s objective(s) and whether the methodology 
is appropriate to answer the questions; 

‘-,,_. 
l redirect assignments aS needed to achieve their objectives; 

. 
l organize and asas evidence and outline and prepare the 

communication product; 
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l vi$tsit&du&jobs; ._ ,” -.’ , 

l promptly review workpa@& pre&ed by Grst-line supervisors; 

l sample those &#cp&e+ prepared by‘staff and previously reviewed-’ 
by the fir&line superi&xs (iii&ding key workpaper summaries); 

., 

E 
* participate ii import+ exiernal meietings, such as entrance or &t 

cc&erenr;Pperiodic bri&ngs or sti@‘repor&; and meetings with 
agency, contictor, or ~~ngr&sional rbpresentatives and key internal 
meetings, s&&k job design titit&s, one-third assessments, 
&sage cotie+enc&, etc.; 

l assess any needed changes on the job; 
:I,.:. 

- e ‘fidie hi&i+levizl maiia;gq&*t :of@gres and/or significant 
probl&@ oh jdbs and req+t theii advice and assistance where ‘. . n=essary; wa 

: 
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Eldlating staff 

l work with the EKE, project managers, or site seniors to asset 
evidence and outline and prepare the conununiaalion product= 

. Dmdarscmdtqpiorur~and~~ma~ue~ 
rcsponaible for the quality and tirhelink of the work done by their 
- GqerpllY#they 

f 
l &ep diviiion m$nagement advised of any signifmnt problems or 

progress in xheeting assignment objecthes; and 

l errnrrethatG~O’sohtputmeetsthequalitystandardsbyquiring 
thatitberef4&?n~tllatissli&sed8re~!ily~~ 
and t&t changes are incorporateif inti the products before further 
Pnmssing. 

When delegating oversight furictions,~adequate management visibility 
should be r&ined at appropriate levels & ensure that first-line 
cmpenbors ik *ffoming sa&fa&xily. 

/ 
d 

Supervisors should be tactful and have a helpful, constructive 
attitude. They should ti considerate ibf subordinat& views and 
sensitive w their concerns. 

Supervisors should compare staff performance with expectations 
and provide feedback for future development and improvement 
Supenrisors should prepare official Performance appraisals at the 
end of an assignment or annually, but they should provide recta@& 
formal, and informal feedback &frequent intervals so that GAO staB 
will how,hbw they are performing snd can respond to areas 
needing improvement. Also, supex+sox~ should provide fesdback 
and coaching to reinforce and strengthen staff motivation. 

K performance indicates a need for tmining, the supervisor should 
provide feedback and coaching on what train@ would be helpful 
and how to obtain the training. Training opportunities are available 
through GAO’s Tiainihg lrdtiftiti &d through external sourc= (see 
GAO Order 2410.1,Waining of GAO Employees’). Supehsors 
should work through the divisidns’ or offices’ resource Insnagers, 
who should follow thr&gh to ensure that needed training is 
received. 



Chapter 19.1 
Supervblon 

i 

Supenrisop~~ ghoul$ pro&de fe#bkk‘and‘cm ‘on-other 
developmental needs. The sh&ld provide counseling and advice to 
the staff on how those needs IMY.@+ k met. 

-. 

-, 

&&ka& Appnzbal Systerk fmBa& I, Ir, and IIIhnployats 
provides overall guidsnde f6i e&l&@ performance and spells out 

‘. performance ,ercpecta@ons. ..U@ng the definitions of job dimensions &d’+tiowte &&&$h *c gui&&ce, supwisors should 

I asess su~+.~ work in rel@on to expectations. .de*&,’ They should 
dents objely, fairly, and imp&i&y. I_ :: 

All performance appraisals must be fully supported and documented- 
The written summary nanative should focus on the individual’s most 
importairt accomplishments and qualitative performance. When 
ratings are below fully successful or for developmental staff, 
however, narrative must be provided to support the assessment for 
each job dimension. 

The performance appraisal also should identify feedback given and 
the training and other developmental opportunities the ratee 
received or is scheduled to receive. 

(Additional discussion of the performance appraisal and annual 
assessment processes is contained in GAO Orders 2430.1, 
‘Performance Appraisal,” and 2430.2, uAnnual Assessment’) 

Related Materials 

Other Chapters of 
This ngtnual 

4, ‘Standards.” 

6, ‘Planning and Managing Individual Assignments.” 
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Agency Relations- : : :I’ .- “’ 
Policy summm 

. 

Policy 
,:, . . GA& policy is tq 

c 
l fur&i the’eEective &&msxux’of its work by dealing 

!. , profehona&~~ a~**, agenci~,and by maintain@! objectivity 
and independme?+ll lj@$; ; , ,,,,.,! ” 

Policy Highlights 

Auditee Agencies 
: 

m@hmabm is the wmtmtcmeof GJIO’S wziations wifh the 
~WU~ES if WU&?WS. Day-Way demonstration of staff 
professionalism promotes acceptance of ,gAO’s objectivity and 
independence and encourages cooperation and acceptance of the 
results of its work ,. ., “. 

&sigrunent plans should reiognize the’importsnce of obtaining the 
views of agency officials. ‘Ihe assignment team should build this 
time intathe plan so as not $0 jeopardize meeting the agreed-to 
completion date. 

To~ensurv eflectiw datjons wit& auditee agencitq stqffmust 

l cornpLy with %ingle facet ~q&rx?men& $at permit individual 
assignments to progress smoothly and provide a single contact from 
which auditee agencies can learn about reIated GAO work, 

l make space,and equipment armngements for work at an agency that 
are cost-effective and do not interfere unnecessarily with agency 
,operations, ti - ‘? 

l use the entrance conference to mform ,agency officials of what GAO 
will do (and *here) and to obtain agency cooperation, I 

0 &monsfmte pn&&maiW at all stages of the review, 
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Agea- Bel~tiono-Policy sunmary 

l getacc~toallnecessw information by informal cooperative 
means when&r po&ble, and 

l ~~~o~~~concemingtherevlewr&ultsandthe 
options available for corrective actjo& 

‘(Bee ckl4.1, l A@ncy Relations-Executive &n&s and Other 
Govemmental~tlti~.-) * 

GAO cooperates and helps to impruve the effectiveness of fedexal, 
state, an! local audit orga&ations. bdamental considerations 8re 
effe&ttiveness and avoidln~ uhnw du@ication and overlap 
between audit/evaluation orghhations. 

With e to IGs and federal, state, and local audit and evaluation 
orgsnkUions, staffmust 

l consider the ongoing and planned work of those organizations in 
assigiunent planning; 

l enaure that lf an organhtion’s work is m,ed as the pximaq or sole 
support for a GAO findin~~conclusio~ or recommendation, it meets 
GAO quality requirementsstablished by chapter 8, YX.lecting 
Evidence;” and 

l m$h- indicatkms of illegalor a-b&w actions to IGs or other agerw 
audiUev&iut~ or investigative groups when dinWed by the 
Oflice of the Geneul CounseL’O~ioe ofbSpe&l Investigations. 

(See ch 142, “Agency Reiations-Inspectors General and Fe&n& 
State, and Local Agency Audit and Evaluation Groups.“) 

3ther Legislative 
Support Agencies 

In addition to GAO, th& Congressional Budget Office (CBO), the 
Congressional Research Service (CRS), and the Office of Technology 
hesment (OTA) support the Congress. While each organization 
has different responsibilities and expertise, they may assist the 
Congkss in connection with the same agency or program. We alI 
share the duty to coordinate and cooperate and to avoid unnecesszy 
~~~~~tion and overlap. ,. 

StafX should take these steps: 

November 1992 
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Agency BdaIonePoUcy Bummary ” 

s&W4ww. . . . . .., ;. f 

l @tribute *other agency’s conttibutions to a GAO product and 
emsur&e,qualii of work<r@lied on as rquired by chapter 8. 

\ 
(See ch. i4.2, *Agency $lations&ther Legislative Support 
Agenci=..) . ., 

Accesst~ GAO 
1 

GAO generally p&&s access to its *o&papers when doing so will 
Workpapers significantly help GAO’s sister agencies;,agency IGs; snd other 

federal, state, and local audit/eva@ion groups more effectively 
meet their responsibilities. This is most likely when the other 
organization’s assignment is closely related to the GAO assignment 

;’ for which workpaper access has been re@ested. Particularly when 
an assignment is ongoing, auempts should be made to meet the other 
agency’s needs by alternative means; e.g., ‘discussions, briefings, or 
wwW+ wWw= ,. , 

Upon receiving’s request for access to tiorkpapers, regardless of 
whether ‘the assignment is completed.or ongoing, the issue area 
director or regional manager should consult with the Office of Policy 
(OP). (Seep. 11.1-N for additional information on access to 
workpapers.) 

Key Responsibilities Th@..e jizce” +sue aeu ~i~ect0~ are r~ponsible for meeting the 
objectives of the single-face approach with the cooperation of other 
GAO organizations programming work at the agency for which they 
have singleface responsibilities. 

Page 14.0-s Policies’Procedurcs Manual Nowmbcr 1992 



Chapter 14.0 
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JZqiond numagm are xesponslble for representing GAO to the 
agencies in their geographical &!a and for promoting the 
coopedon of audltee agen&es. 

hue ama dinxturs tire respon&le for 

l keeping the txignizant issue area director informed of planned work 
and of significant developmeittsthroughout each assignment and 

l mai+nhg r&ions wlth topagenw officials that are conducive t& 
cooper&& tid resow ~ctjss or othizrproblems when Yhelr 
paxticipation is needed. 

l planning work in 8 way that avoids duplication with other audit/ 
evah&ion organ&&ions* work and, whem apprupriate, take 
advantage of work that they have done and 

l meeting assignment objectives promptly and effectively without 
unnecessarily disrupting auditee agency operations. e 

. 
OPprovides advice and mce concerning the release! of 
workpapers. 

OPP is responsible for overseeing the system by which GAO 
cooperates with CBO, CRS, and OTA and avoids unnecessary 
dhplication or overlap. 

The Accounting and finmciuf Management Lhisiun ‘s Audit 
OvemigAt UT@ Poliq Gmup is responsible for helping GAO 
assignment stafT coordinate planned work with IGs. 

, bid 

. 
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To accomplish this single-face objectfve, the designated issue area 
~ director (cognizant issue:,srea director) coordina&s all GAO work at ’ 

the agency. Others who.program work:at the agency must keep the 
designated issue area director appropriately informed and invoIved. ’ ,, ;, ‘. : .< ‘8 ,,,” ,, : 

Cognizant Issue Issue aretidirectom v+ithsingl~face res~onsibiitic~ 
kea I)kectom ” -, ‘. : .’ : ,; ,.(’ ., 

l sign letters notifying t&agency about wo,rk to be performed there; 
..: < ~ ,, 5, ,, ; ,,C’ 

,.* nzview’all’draftend f&al products affecting the agency before they 
are issued to help to ensure th~!&hsistiini$~f GAO conclusions and 
recommendations .regarding the agency; 

‘., ,’ 1 ‘- .,‘.‘. 
l ensure appropriate GAO and agency represenmtion at entrance; edit+ 

and-otherkey conferences; ’ 1. 
; ;,:, 

l establish and monitor liaison and protocol .x&h agency officials and 
become sufficiently familiar with all GAO assignments to answer 

” ,,qjssiom eat-’ .kj s’.“’ 

l etiure that GAO-wide’ongoing and planned work does not 
unnecessarily interfere with agency operations; and 

l help other divisicns arid’issue area directors in their relationshi# 
with the agency. 

r 
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~WWuning Issue 
Area Directm 

Issue area thctors who pnxrnam work at an agencw must 
ooopma? to make lhesi~lejaceo~tiw~-ti: Thisrtzquim 
that they kep tl16 cognizant issue area director informed of 
dev~opmen+qarticuhrIy those that aresensitive or controvendal- 
tluoughout the assignment. .As a minima the progrmming issue 
areadirectorsshould 

Regional Offices 

Responsibility 
Designations 

l inform the co-t @sue area c&rector about planned work as soon 
as possible; 

‘. , 
l prepar$+ IMHifh&i~l~~ fck hi&her B 

,’ 
l routinely p&&de copies of GAO .F&m SO0 (%A’IS sob Inhiation 

Repd) and any changes, Office of Congressional R&tions~(OCFt) 
contact inemomndums, and other key assignment documents; 

l provide all Wand fuaal products in sufficient time for review and 
approval before release; and 

l @~ve,notice of planned key conferences (entrance, exit, etc.) in time 
for the cognizant hue anx director ~,CI axrange appropriate 
representation and to attend. 

Regional offices are not designated as having singlt+face 
responsibilities. ,But they have significant responsibi.iities for 
promoting good relations with organizations in their geographical 
area This requires the cooperation of the headquarters divisions 
and other regions. GAO st&fp-rvgnzmmh.g w&k or visiting a 
Am&an within a 7vgionk &foundaq~ should wo7dinate wilh that 
@on or ovelseas oflike. 

The folIowing GAO orders establish related responsibilities: 

l 0130.1, ?ssuanc~ Identifying the Internal Organization of the U.S. 
General Accounting Office,” appendix 2, which lists singl*face 
responsibilities. 

l Ol?O.l, “Coordination,” which discusses coordination: 

l 0175 series, which provide additional guidance for coordinating 
assignments at specific agencies. 
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Dealing With 
.’ 

Agency Personnel 
mqmnsibkit~ in wd at an agenq. This responsibiliw is best met 
with the cooperation of agency offMalsand employees. Under 
normal circumstances, agency people are most cooperative when 
they, undqstand GAO’s objectives, wheo GAOstaf’f are considerate 

‘- of their time, and when relationships are professional and objetive. 

Entrance Conferences 
,, “:p ‘. , 

Defore beginning work at an agency, the issue area director or 
assistant directqr normally hol,&,m initial meeting with responsible 
top officials at the agency’s headquarters. GAO regional staff, 
designated by the regionalmanager, hold ~@ni.lar meetings with top 
regional or fieId officials &here work will be performed. 

The objectives of these entrance conferences follow: 

l Explain GAO’+ responsibili&s, objectives, and methods of 
operation. 

-,. 
l Describe &at GAO staff will be doing, ihy they will be doing it,‘and 

where work will be done. If asked; GAO:will disclose the name of 
the cong+sional req~ester.for,whom -work is being done. 
Additionally, if the requester agrees, staff may provide the agency a 
copy of the request letter if asked for o.ne. .: ,.’ ; d;.‘. :; 

l Provide an early opportunity for agenc$ officials to give leads and 
identify troublesome areas related to assignment objectives. ., 
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Agemy ReMloni-Esecmuve &e8d80 
and Other Govemnenal &~Uths 

l Estsblish ‘ground rules~ to help accompbshsssignment objectives. 
Foi mple, if special clesrsnc~ sre requkd for GAO staff to woik 
in certairi arezts,~the kurance conference! should provide assumnw 
thatsta!Twillhavetherequuedlevelofckamnce. ‘. 

B=kground Infoxmation Den possible, GAO staff should show consideration for sgehcy 
employees’ time by leaming bssic information about the agency 
before conducting intetiek 

Generally, the singleface issue srea director should be able to 
provide background information, such ss 

l prior GAO reports; 
.’ 

l ‘organization charts and telephone listings; hJ 

l descriptions of agency programs; 
, 

l agency regulations, policies, and procedures; 

l financial and budgetary information; and 

l basic Iegislation affecting the agency. 

Similar information on agency field operations should be available 
from GAO’s regional and overseas off&s. 

Staff Demeanor ‘Demunstnzted pn#sMism at& o@ectititg an? important &I 
ti&.mhg assigmnent o6jectbes. When GAO’s staff maintain a 
pkbper demeanor, agency officials will likely be more willing to (1) 
discuss problems freely, (2) provide needed documents and 
information ‘kxpeditiously, and (3) impiement GAO’s 
recommendations. 

ln meetings snd interviews with agency off’cials, GAO staff shouid 
present themselves in a self-sssured and organized mannec speak in 
a tactful, nonthreatening, and nonabrasive tone: and follow the 
normal protocol of social amenities. StafT should treat agency 
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Chapter 14.1 
Agency Belationa-Exeentive AgerIck 
and Other Gov&mental,Entkka 

, 
, personnel in an objective, e&table, and courteous manner. 

‘.” 
III arranging meetings yith agency personnel, GAO staff shotid be 
awared cqumaints on their time. Staff should 

,. ‘L ‘. 

l ~~statewho&il~att+nd from,#GAO,and +ch agency people wodd be 
,.,,most helpful atthe rne$& 1, .+ ,, .., ! 

l estimate how jq@wme+irig .YV~ t&e. ., 
y. . ,, ,,.,m. 

kit +r$erfqces . ’ Exit txqfkmces mats; iti held on each GAO as~ment to~discuss 
~4hefnct~ disclosed bg~ GbOk uwk ad $e implications tha~jlow 
-.2&m. Exit conferences are an integral part of GAO’s audit and 
evaluation :work and, allow GAO to meet the fieldwork standard of 
,UwaYellow Book” As an importamaspect of GAO’s da& gathering, 
exit conferences provide an opportumty to validate the data 
collected during the assignment. 

., Issue area directors or other senior managers should hold e#t 
conferences at agency levels sufficiently high to promote assurance 
on the correctness of information covered in GAO products. Issue 
area director~~should generaJy, attend all ezit conferences but 
should make par@c&r efforts .to attend those conferences where the 
subject m&.ter is sensitive or’c&r&e&al. 

Is&e are? @rect& should al&,$&ion heads about problems that 
may make,hoJding an exit% conference mfeasible or inappropriate. 
Any unresolved problems should be elevated to the Assistant 
ComptroU,ers General for Pianning and Reporting and Policy (AC@ 
Policy) for resohmon. 

Wt conferences also should be held at field locations where GAO 
has done significant work.. The,meeungs on key or lead region 
assignmenti should be a&nded by the iegional manager or other 
management&upexviso~ staff as designated by regional 
managemenL 

For additional mformation,, see v 0, 
., chapter R&l>! *+gency~*mments.” ~ ,. ., 
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ch8pter 14.1 
Agency Relatimu-Exeeutk &enda 
and Other Govemmentd Entltb 

Obtaining Agency The %lkwv Bo6kggm 

Comments on GAO’s The’report should include the pertinent views of responsible 
Work officials of the organizatio& pro~‘activity, or function audited 

concerning the auditom’ findings, conclwions, and 
recommendations, and Wiat comve action is plannexLw 

GAO believes that the views of mnsible agency officiaLs help 
ensure that ik tirk i&curate, complete, and ohm and that 
proposed recommendations are reasonable and are likely to corr& 
&al& probMns: ” 

TQ get those views,,GAO,Mff should discuss the pm results 
of work at successively higher levels throughout the assignnx!nt. 

When work is cotipleted, GAO conducts an exit conference with top 
oflkials of each agency or mqjor field or headquartem location . 
where signifmnt work was perfomed. This discu&on give agency 
officials an opp&tunity to learn about and comment on problems 
identjfied by GAO. At that time, they am state -men& 
provide additional information, snd discuss corrective options. 

Written Commints 
on Draft Repor& 

GAOtofWotheeztentjmzct~,giveag~ lmiotherd?@m?tf 
purh?s the ojqwmmity&jnwidew&mannmentsond7qt2 
W, eqecialiy when the issues involved are very sensitive or 
controversial or when the report includes a particularly wideranging 
recommendation for action by the &ency head or the Congress. 

When written comments are not obtained, the issue area dire&x 
must be sat&i&l that the e3cit conference provided sufficient 
assurance that GAO’s report is both factuaHy correct and fairly 
presented and that sny conchrsions or recommendations are 
appropriate. The issue area director should not@ the division head 
about any decision not to obtain written comments on reports 
involving sensitive, controversial, or wide-ranging issues. ‘Ihe 
agency,and/or other affected parties must be notified when written 
comments yl not be sought 

. Due tc urgency or other reasons, a congressional requester may ask 
GAO to issue a report without obtaining written comments. Whiie 
GAO will generally honor a requester’s wishes, issue area directors 
must decide .yhether the assignment’s significance and potentially 
controversial aspects and the general impression obtained during the 
exit conference necessitate the need for written comments to ensure 
that the agency’s actions and positions have b=n appropriately 
considered. 
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Chapter 16.0 
Other Audit- aad haluatlon-B&ted PoUde 
PO&y sm 

lzJQ3 

lUB.4 

l2m.6 

lS.lJ 

16.l.l 

16.12 . 

16.13 

X.1.1 

Guide to Federal Agencies Procurem ent of Audit Serk~ Fmn 
Independent Public Accountants 

me t%ie&anciaI 0fEce1~ Act A Mandate for Fed* F&aan~M 
ManagementRefom 

FlnanciaI Audg idimaI 

GAO Ethics Code (under &on) 

Office of Special Inveh@ions Special Agent’s Hsndbook 

irwestigators’ Guide to Souras of Information 
. 

OS1 Fhud yotlhe Guide * 

Discount Ftate Policy 

Guide to Conduct- and Petiomance-Based Actions Guide to Conduct- and Petiomance-Based Actions 
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.  
, . ,  -’ ,‘, .  emplo~ethibs at&conduct, ,!.: ,, 

and Conduct 
situatjons or give the appearance that such conflicts exist- 

.’ ~ ,. ,:.,: ., t ,,: ; .‘;, 

. I 

~ 

. . 

Th&%riptrolle~ G&eral estabbshti,tie tine for employee conduct 
and ethical behavior by *he following benchmark In deciding 
whetherthbir &duct is etb& bmployees should ask themselves 
whether they are willing to have it &cussed in the press. If not, 
empIoyees should not behave in this manner, even though the 
conductti$ not violate’any spkific rule; A positive answer to this 
qu&tion will gb a l&g *a9 to avoid embarrassment to GAO 
emplqyees and the agency. : 

Ethics GAO requires thh its emiloyees conduct themselves in an ethical 
fashion a&avoid the appearance of unethical conduct or practices. 
Employee& m&t tiot b& ir%lGed in cirWnstance~ that invite conflict 
be&een self-interest and the int.egriQ of GAO employment, such as 
seeking etipioyGnt frbm agen&s being audited. ‘, ; ,, 
Other conflict-of-interest situations to avoid include 

,‘.’ .,. : ,. ..T., ., ‘., \, 
. ‘&hi bublii orl&‘f& phv&te gain, ~ ‘. ,.T ” 

l giving improper preferential treatment UB any person, 
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Chap-r 16.1 
Other Audit- 8x4 Evahution-it&ted Maram 

/  

. . ,a .  

l impeding gowsi2 ient e!Xiciency or economy, I 

l makingagovemment decisionoutsideofficial channels, 

l lo$ing independence or ppartiaU& and I ‘. 
l advemely affecting the public’s confidence in the integr& qf the 

govemmentoritsopexations ., . 
.., , .,, :,,, ,’ ., f’ 

Whenpotenti&nWs~~GAOem&yeesm~inf~ * 
ap@~~offi~toensurethatco~~actioliis~ento 
prevent the compromise of GAO% work ‘. 

i s-king New 
# ~plopmnt 
# 
#I 
# 
# 
# 
# 
# 

Gifts, Entexiainment, 

GAO employ- M! pexmitted W.seek & negotia@ other 
employment with a p&ate employer or govemm ena entity imils 
rn~no~~~~~~~~~r,~d;ff~p~~ 
regionaI manager before beghnhg or continuing to work on an 
ak&nmentdealingwitiWentity. I’beisueareadirectormust 
then take appropriate actjon m ensure the integrity of GAO’s work 
As soon as a manager becomes aware of any employe$s ac4ive 
,ernployment p+suit wiN ~,,activity e, or she Cud&& t@t 
employee should be xxssigq#, p different duties until a job offer 
hasrtukdbdorbasbeenwihbwn 

GAO empIoyees may not accept gkts, gmtuitks, hvors, 
and Favors entertahmen~ or anythhg of monewy vaiue &om 8nyone 

l who has or seeks to obt& business or financial relations with the 
w=mmem ; 

l whose interests may be substantially a&&cl by the performance or 
nonperformance of a GAO em&oyee’s official dw, or 

l who conducts opemtions that are subject% audit, in-on, 
decision, or regulation ky GAO. 

Employeeq may, boweAr, accept 

l food and ref’r&unents of nomirql value in the ordinq course of 
meetings or on inspection tours and 

l unsolicited advertising or pron!botional mat&ah, such 8s pens, 
pencils, note pads, and other items worth Aess than $10. 
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f, ‘devel&ng acquishion plark,kp&ficati~n$ statements of work, or ,bwe d&e~pti&&+&;> .$’ +, ,, ..;,, 
,~ 

l developing solicitatioii 6r co&& clauskq 

l evhating or sklecGng the contractor or ,’ ,;~ : <’ .~ ,’ 2, .’ 
l negotiating or awarding Uik qhuact or niodification 

,, 
Additionally, for 2 years from the date of their lsst psrticipstion ih a 
procuremen< employees are prohiked from.negotiating the 
modificatjkl or a&&l of that con&t of participating in the 

: performance of that contra& 
: ,# 3 .,. 

See Pdli~ L~J l~?S!; N6+emW~17j~ !?gg, and the interim 
~reg&&ionspublished a$54 F&i. Reg.-20,488 (i%B j for tiditional 
information : 

Page IS.14 



Ch8pttr 15.1 
other Audit- UId Ev8lIuElom.ILcktcd Mom8 

? 

FinancialInterests GAQ employ&s are prohibited from paxtici~ in ass&m-@ in 
whicht&yhaveafinancidornon6nancialin~ ToidentifY 
potent or actual financial or nonhancial in-, all pr0feSSiOnrl 

-fmmg- ent employees, and some specU 
nonptife3@onal staff members must file annually a .Statemwt of 
Employment and Financial In~rest* form or a %nate Public 
FlnsncislDisclosureRepolt~ 

The employee’s &atenient addr& but b not limited to, such . 
financialundnqGnancialikerats8s 

l s&&/bond &n& in Companies, partneMips, nonpr&t 
t B 

OrganifaO~etcr; 1 
. 6 

l a continued int&& through pensions, r&rem&t plans, or other 6 
amngements, in the abwe’entities; 

l earned income from or Werest or imwstment in property of a bade 
1 

or busin- 

l spousal or‘dependent children’s employment in certain orgakations 
or membership or s3liWioq and 

l outside employment as an employee, owner, director, m, 
partner, advisor, or consultark 

Outside Employment GAO expects its employees to devote their full energies during 
woridng hours to accompliqhing their GAO assignments. Outside 
employment may irkpair a stafImember’s mental and physical 
capacity to perforiri hldher government duties and responsibilities in 
an acceptable, manner. 

Therefore, employees may not engage in outside employment unless 
division/offxe heads have first granted permission Permission 
should not be granted when it is possible that outside employment 
will 

l give rise to sn actual or apparent conflict of interest or result in 
criticism of, or cause embanassm ent to, GAO and/or 

l impair the stair member’s mental and physical capacity to perform 
hi&her government duties and responsibilities in an acceptable 
manner. 

$t 
0 

GAO Notices 2735.1(A-91), ‘Code of Ethics Including Employee 
Responsibilities and Conduct,’ and 2735.2(A-91), ‘Conflict of Interest 
and Statements of Employment and Financial interests,” provide 
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mtu llil .., I(, * ,,,*,,,. ,_.,, 

other Aww- and l$vah&tlon~~ x+0&d- 

i 

3  

,’ 
‘, ,.,, ;, .’ ,‘:_ *; .‘:; 

‘I r, ;, 

mitingand ,. :. I 
- While staff are encouraged to share their experiences and knowledge 

spe&g ,&&$&s 1, 

‘, , . .  ; . ,  ;  

, : :  ~ , .  .’ 1 , , .  

, ,  * ( I  , I  
,  :  . “ .  

# ’ 

t  

. ,  ‘. :  

speech. Jhis nofiiicaliop, if ne++, for speijies or articles related 
;:. ,,m .; :.. ; ) .., ,, ‘: 

(‘: ,:.:, _, .., Y.” ; ; ,. 

l Fe &~ploy&s eni$loyni&t &GAO, ’ ” i: 
1. /, I 1 .’ : _” “. 1 

‘,i.’ l :*e*ior~of&~,~r : , “. ; 

22 .‘. 2 ; ‘:, ‘:, ;,,, ‘, ” 

. ‘3 fe&rd prbgiams ‘or p&]ic’p&~ i&&.&J& he employ&s 
assigned area of audit or evaluation responsibility. 

/’ ::. : .( j’ ; ‘1 .’ ,j, ,. ./I. 
: ’ Art&i or speech&? iroi meeting thbe crit&& are subject to 

# approval ,& sritside empldyke5t. -Fsilufed obtain division/office 
# ‘) ,.: .% approval for pieparing arCdles’tii:dkli~e~ sjkeches may k cause 
# ,.. for,disciplinary.&~k& ; I:/” $,, ‘:“.-“ r: ’ .x, 

,. .’ : !‘~ li, ‘,’ 
In granting approval to write arti&s qr present speeches, division/ 

c ,, off,ce hpads$hoijld ‘&,&d&,&e&& ;:< i: 
,,. I,. ,; ,;. .L” ‘. :_‘, 

. hemi- the f,&ic&‘~o&&o~ ‘&in G.o’s interest and 
1 _ il. :‘_ .;, : ., ,, ,_ ) 

l -the govemmeritki i&se&i& that the ovkall presentatik-i ,~ 
reflects a j~iopek baiance ~&X%&I Ij&k.e &~;i governmental 
concerns is maintaiired. : .., ),,, I’, .,, ‘ ,. 
In preparing srticles or speeches, staff should exercise caution not td 
compromise GAO’s crkdibility a$d ‘should ‘iiot,appear to have 
preconceived positiqnqor attitudes’. G$eraUy, ongoing &g+nents 
should not be publicly discuss~; however, in those rzire instances j : *~.~“m~h’a.@@.$i~~ “g .m&~$&le;Tm3i~ ‘-2 thould. & 

exercised to preclude jeopardizing the sY@nment, the relationship 
with the affected agency, and the conclusions drawn on.incompiete 
data 

> 
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the release ofin@ inform+ipni ,Addi@@y, sin= GAO’s 
~orkpapeti a&cc&sibk to the public, staff membeis should 
exei care to ensure th+t all workpapers &et GAO istandards and 
that GAO-generated mrrative is free from extxaneous c+unents uld 
annotioqs not r@ated m the assignment’s. objective. . . --- 

_, .' 

GAO dbes not r&se iecords from ong&g assignments or thnse, 
had 

tit are part .of. @er gurtint~pm#cts. Whik the public g&kraUy 
has acce+to woSrkpapem on c&d assignments, certain documents 
‘Flv@g phaqy&yeq or proprietary or c.la&iedinfo&on~and 

. *okdesignated nonrelik+bie by a cgngressional requester may be 
exempted under 4 C.F’:R pat 81. 

i 

ke ACbPoticy has pvqall reqksibiiiry for receiving, controlling, 
coordinating;'bd processing of and responding to all public 
requests. OP +$orms $he division or office~involved with the 
requested workpapers of its proposed actions on theserequests. 
Also, OP cootinates its responsts to pubiic requesters with the 
O&e .of the ‘Gen* Counsel (OGC). _, i 
When &quested by OP, divisions and offices are responsible for 

l sesnhhg for.and identifying records under their control that m 
nsponsive tq the rapeif& 1 

.I. 
l iden&ing r&c&is, o&acts of records, that hay be exempt from 

&gm; : 



l fowarding records responsive to the request to OP for review and 
assistingindraitingresponses; 

l making copies of the records to be provid+ to the reqks&q and 

l keeping a record of time spent on the reques$ so &at proper billing 
may be made. 

When a request for informatibn is denied, the public requester is 
given a description of the mate&l and told the basis fordenial. The 
public requester also is infomed thatifh&he beliewes the denial 
wa+ tiwamnted, an appeal may be made to thi Coniptrolkr 
General by sending a letter setting fo+ the basis foi that belief. 

9 

See GAO Order 1330.1, FAwiilabiity to the Public of General 
Accounting Office Records,” for additional inform&n. ‘, 

‘Related Materials 

Other Publication 

GAO Orders/Notices 

# 

s (GAOKIGC&lO). 

0130.1.15, ‘Offke of Public Affairs.’ 

0625.1’, ‘General Accounting Office Procurement Guidelines.’ 

1330.1, ‘Availability to the Public of General Accounting Office 
Records.” 

2735.1(A-91), ‘Code of Ethics Including Employee Responsibilities 
and Condun’ 

27352(A-91), ‘Qmflict of Interest and Statements of Employment 
and Financial Interests.” 
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V.-h.  & “ . A  

Perfchning Investigations 

- Policy GAO'S policy is to conduct investigations in accordance with the 
investigation standards promulgated by the President’s Council on 
Integrity and Efficiency (PCIE) as adapted for GAO’s work 
investigation results are effectively communicated to the Congress 
and other affected parties in accordsnce witi PClE standards 8nd 
GAO policies and procedures for the Office of Special lnves@ations 
(OSI), as spelled out in chapter 16.0. Any investigative work done by 
groups other than OS1 should he coordinated with OSI. I&wise, 
when any evaluation uncovers possible illegal acts, OSI should be 
consulted. 

TheOIfice 
(GAO/OSI-16.1.1) provides detailed gbideliqes and procedures for 
.OSI investigations. Distribution of the handbook is tastricred to 
GAO staff involved in making investigations. 

Related Materi& 

Other Chapters 
of This Manual 

GAO Orders 

3, ‘Supporting the Congress.” 

14, “Agency Relations.” 

0110.1, “Legislation Relating to the Functions and Jurisdiction of the 
General Accounting Office.” 

0130.1.5, -Office of Special Investigations.” 

0130.1.10, ‘Office of the General Counsel.” 

GAO Form 

Other Publications 

1130.1, ‘Handling Information That May Indicate Criminal 
Misconduct or Serious Abuse in Agency Programs and Operations.’ 

298, ‘Off’ce of Special lnveatigations Referral Form.” 

. 
Office Invep 
(GAO/OSI-16.1.1). 

Investieators’ (GAO/O%16.12). 

m (GAO/OSI-16.1.3). 
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Policy ; ‘. GAO3 policyis tlxeco~ and m.eff**y ad- t!iigMcant 
economic issues,-relev+ to assignment objectives by ensuring that 

l GA&lsf? Oz+eon;&ii~ r&& aikpyi&atim 

economic analyses is-appropriate a$icor+ snd 

,I 
” +&ve~poii~,/~ origvd& .&&oh he **~ *fthe 

,..,/. ..- _.,, 
Gxqpm+& ,(og),‘!,*,++ &aiysis Gnilps (?w+), 
mdo* +wnon+t$n ihe.-? divisjom piayavitalmkon 
crpsignnimts~~qisi$rjfiorurc~~~~,~~~~ 
eobnomk analyses, ‘br camoh ieosoni)lg. 

i ‘.I.: 
l GAO s&@aqz nesponstble :“ f~+?co&~~ntpdicyissucs 

. . iznd us&g a&p&ate eotmomii data ai& imalyses. Economic 
: _, -, 

blip i&q’getiedly involve de&ions &out (1) the use of scarce 
resources for’ &duct& &d ‘tions&ptiori and (2) income 
distribtitio~ ,& g&&al. ,*plej’of Subjects with economic content 
that stafT may ptcounti~ when addr&&ig an assignment objective 
i&lude.msrket sticture and performan&~‘govemment regulation of 

.I ,a markets; yern~pt.of and’iiw&e& b uublic r&ources; income 
distribution and redi&ributioni effects of taqq subsidies, and other 
government spending progra&s. s&&g of goods and seryices sold 
or leased by the government; benefitlcost~&&sis; management 
efficiency; economic mcenuves and forecasts; and statistical analysis 
qf.,ebox&ic dar+ such as prices, ‘revenues, costs, budgets, 
unemployment, Md cost oi income comparisons. 

l GAO st@sq se& &e necezrsa~ prDfesimd &pertise to 
ensunz that econo+c data and and@23 used in ass*ments am of 
high quality. The Chief EconomM and other GAO economists share 
the general responsibility for promoting h&h standards of economic 
analysis. ,’ 

GAO econo+ts should be consulted early in the design phase on 
&ks&mentr~ti~~ &ri&nt~&&@nic corikt and may be asked to’ 
assist in the conduct of analysis and reporting results They should 
review such assignment plans to ensure that appropriate analyses 
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Chapter 17.0 
Economic Policy hoa- 
Policy salnnuJy 

are considered, conducted, reviewed in a timely manner, anti 
WPropriatelY reported. 

Examples of Using Econ&nic anal@ consists of economic &asoning supplemep@ 

Economic Analysis 
when approprbte, by more quantitatively-based analysis which an 
invqlve appiication of mahmatical models, behfkvioxv+8ssump~orrs, 
akd stat&tie analysis drawing from sii&~disciplines as appiied 

, , 
mathema~cs, operations k&r&, andhme areas of managunent 
and engibting: %xamp@s of common issues and assocU4 
gerieral considemtionsare desuibed inthissection. Spexzific 
guidance on addreskii such issues should-be obtained from GAO 
economists as described later in this chapter. 

Considering 
opportunity costs 

In economic analyses, staff often need w consider the concept of 
economic, or opportunity, cost Because resources typically have 
alternative uses, the opportiuiity cost of an activity is the value of the 
foregdne use of ani rrsourres invoked (that is, the benefits forfeited 
by not using those ksources in their next best use) and may or may 
not equal the outof-pocket cost or the accounting cost of the 
activity. For example, the time value of money-money invested in a 
project has other potential uses, such as earning interest-may need 
to be considered. Another example is the cost to the govbunent of 
using governmentowned resources when these resources have 
sltt?m?jve user. 

d 

There are many implications when addressing opportunity costs, 
including the need to (1) measure economic depreciation by the 
decline in actual market value of the asset rather than according to 
accounting rules and (2) consider activities that may impose costs on 
third parties-for example, the operation of an airport which imposes 
costs in the form of noise pollution on lo& residents. 

Conducting Statistical 
baiyses of Economic 
Data 

Statistical analysis of economic data provides a means to estimate 
the consequences of past, present, and future policies or programs. 
The quality or the usefulness of any statistical analysis depends on 
the acw of the data involved, the completeness of the data (or 
the inclusion oidata toaccount for all relevant factors), and the 
appropriateness of the method of statistical analysis and underlying 
assumptions. 
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chapter 17.0 
Economic Policy Iwem- 
Policy sumanuy 

..’ , :  
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In calculating the p&sent.,v&e of c’u&en~. dollars, GAO’s ~~SXJUIZ 
rate should be the inter&t r&e f$ i&ke%ble Tory debt with 
maturity comparable to the ,progrqn being ,evaluated. Se+i$y 
qalysis should be us+‘& add* issuessuch as difife$g ” 
expectaiions *ut.iz@a&on +d irUe&,*, private b&f+ 
opponunity costs, a&I inte~e&at&al &%cts of policies.’ ’ 
Acjditioqal information, on GAO’s pql&y cpqceming present value 
analysis is prfsen+ +I L&&&&W P&y (GAO/OCEl?.l.l). 

Making Comparisons 
Using Price Indexes 

Comparing Monetary 
Values Across Years 

,. 
Staff may be asked’to ~OII$~ mo&ary v&esacross years or 
across geographic or political region& The following is general 
guidance in selecting and using, price, ingexes for these comparisons , 

The do@, whether. used.b*heasure .~vehues, costs, budketq etc, 
represents a differ&t amount ‘of purchssin& power in each year 
because of inf@tion or defWy.3 For this reason, GAO uses constant 
dollars thorieit .qnisleading imp&sions that would arise if the 
effe& of in&tion or deflatidri ax4 &h .taken into account. 

As a general rule, constant-rather than nominal-dollars ale more. 
meaningful when comparing dollar values acrbss time or totaling 
dollar valks over sever& years, Depending upon assignment and 
reporting objectives, the use of nominal dollars alone may be _. _ . - 
appropriate in selected cases, including (a) when the change in the 
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/ 
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puxhssing power of the dollar over the relevant time period is not 
significant and (b) when the ,coiwention to present the feded 
budget (both h&o&al and projected) in nominal dollsxs would 
hake the use of constant.doUars co&sing. Since the decision to 
use nominal or constsnt dolhusor both depends on the assignment 
and repming objectives,staffshould work closely with GAO 
econtmists as eisrly as possible to ensure the mostmeanhghd 
ptitation of dollsrvahrcc. 

‘. .\ 
’ Converti&aciusl Or aoininal or ‘kwentg dollar values to resl or 

bmtant- dollari is donewith rpricx index, Many price indexes 
are availgble mnging from broad-based indexes, such IS the Gross 
lib&stic~~uct deflatbr, the Gonsumer P&e Index, and the 
Rc&xrP&e Index, toinore tisrrowly~fo&sed indexes, such ss the ’ 
Housing Gost IndeX’Pnd the Government Spending De5ator. ‘Ihe 
index selected should appropriately r&lect the type of dollar vahrcs 
being con*. 

comparing Monetary 
wues Across Geographic 
or Political Regions 

~;~~tdol)arvaluesmustbeurp~in~ofaselected 
base yepr; for eqniple, annual costs over the last 5 years may be 
shown in 1993 con&t dollars Common choices for the selection 
of a base year include the current year of the study, the fimt yesr of 
the program being evaluated; or the base year for the index used. 

Values expressed in different monetary units or currencies can be 
cornpaM by making conversions to a common currency. Two 
common methods are as follows: 1 

l Exchange rates can’be used when comparing financial statements 
or foreign trade in goods and senrices. Exchange rates, however, 
reflect only internationally traded &ods and not all goods produced 
by a counky. ’ 

l Purchasing power parity indexes are preferred when comparing 
measures of weli being, such as living standards, salary cijfferentials, 
or Grog Dohestic F?oducts across counties. 

Similarly, cost+f-living indexes would be needed to compare the 
inCorn& or welfare of different regions within a country, or ovef 
time. 

.- 
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Economic Analysis 
Assistance in .the 
Design Phase 

& part of thF,Job Star)s $+up~ process, @e Chief Economist 
identifies thc~ assignments @&iy $* &i&lie substantial or sensitive 
ccoitomic content or .&iysis &d ad&& ihe divisionsinvoh& 

‘1. “I .,.I, 
,. I,. ,,‘I 

‘_ ‘/’ 
: i,,: : 

,: . :, $lp $$$i$i($~$~iy i&&~e~Ag&i+t,&onomic re&oning 
Flaia, $ arylsqs,.,,$+QC, e,q@&&an help bsd&elop assignment /,,:; 
e-,-or, ti a.m&pum, Her;: tic This participation should take 

L, : 
! p@k earj; &$Jh,,*~-&.. b.&& identirjl appmpriate 
‘nr,b*oifs gf g&dMiJ +.q$$ &c;lssioti of resource n& 

;. ,I :. i and‘&z@i$$. ” ,, ‘I ,. 

Assistari~e During &e ” ~ &on d&&n ,&&&jl. of as&mieni ~14 GAO economists may 
Data Colle&on and. be asked to ass&e r&&sibil.ii’es’$~ch as ,the following: 
Analysis Phase 

l Providing reviews of r+yant extqal economic st+lie+ : ..: .j (_ /,‘. a’ I I ‘.‘,’ 
.: l ~~onp+ino;lelir&. ” ‘,. ‘_ ; ” !r : %,,,’ ,’ , 

l Perforniir~g &ntitati& analyses +ch as’; regression analysis. ; _,‘. /I: 

l Drafting se&ions of products containing significant economic 
=w+F.’ ,/ ‘., 

Ma@ a+sigvgnts majr not hai? subs&n&4 economic content but 
nonetheless involve econoti? reasoning.’ For these assignments, as 
will ‘b @r ‘those involvi~ more s~&kntial economic contenf GAO 
econom&xs can cor$,r$~ti ii~ the fol@*g ways: :<y ,, ,* ) I ‘;, .‘,, .’ 

l Participating in scoping meetings with requesters and GAO 
maGgement I ‘Z ’ ‘: 

_‘, l &s&g with interviews and ~questionnaire desigiL 
.,/ ! .. /. : .+.;; .,,_ /.,. .,,, :_.. :. ,.. ,. ..) .t- .A_ .,. ( 

l Participating ‘iri &tnning and message agreement confer&es. 

Page 17.04 

l Assisting, when necesaxy, with the .selection of outside 
consultants and’monitoring .the progress of their work. 

PolicierlProccduw knurl Febmary 19S4 
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l Drafting sections of products. 

f-- , 
) 

l Reviewing outlines or rough drafts of products. 

l Ass&& with briefing requesters, GAO management, and othezs 
on assignment fyngs. 

The ChiefEc&iomistahould be advised bf plans to use outside 
consultants to perform economicanalyses for GAO aaaignments- . 

Sta!f&ouid cllsure tbte&nbmic~dataor&exesultsofaneconumic 
blysis ardeport&aiicumdy and repoti with the appropriate 
cave& so that they are not mi&ading ‘GAO ecanomiats can assist l 

with drafting se@or&of a product that cofWn economic dab or 
results of an&&s and ensure that the product includes smtementi 
that(r)listkeyorsubstantivPsourcesofthedab;(2)~~~ 
the data do or do not meas& (3) reference or describe the 
statistical anilysis, #cMing wkr assuir$tions and the results of 
sensitjvity aiulykis; and (4j hdbe the quality of the data or results 
of analyses and the m@or strengbs and weaknesses of the methods 
of analyses. The presentation of results of economic analyses should 
also refer to the eq+ati~nS of economic theory regarding thaae 
results. + 

Dbtaining Flnal Clearance As part bf the product review process, OCE reviews GAO products 
for Products W&h that contain significant economic analysis. EAGs may perform an 
Qnifkant Economk analogous role in their division’s product re&ew processes. In 

kntent addition to the OCE review, either GAO staff, the EAG, or OCE may 
recommend an outside peer review. Outiide reviewem should be 
selected with guidance from OCE or EAG staff. 

Divisions shoul,d use a GAO Form 124 (DraWFbal Rep&t Clearance 
Statement) for OCE coordination and review. The divisions have the 
final responsibility for a product’s quality. They ensure that the OCE 
review has been completed and that all issues have been 
satisfactority resokd before issuing prod- (See . . eManual, ch. 12.13, ‘Ensuring Product Quality.l) 

providing advice on current economic policy issues, trends and 
developments, and analytic techniques used in economic analyses 

&#e 17.04 

OCE generally oversees the quality of economic analyses performed 
throughout GAO and is responsible for reviewing products that 
contain significant economic analyses. OCE provides the necessary 
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advice and’assistance to program &.& bon *& .&@,&a&! ” 

with substantial and sensitive economic content and conducts ’ 
special studies. 

&AGS in the program divisions, in coordination with OCE, provide 
advice and assistance to auditors and evaluator in designing, 

‘. ‘. .,; 
OthtirCha$ters ’ 10.5; Meth+ogy-Performing &&is. 
ofThisManiial. ‘, ! , 

. . ?’ mun cations 
M&&d ” ‘. 

121!! Ensuring Produ&~Ql+lia;: 
” ] ,, 

GAO Order 

Other Publications 

GAO Form 

0130.1.45; Offke of tht’&ef E&dmist 
‘.’ 

I‘ 
’ &ount ,pol!cv (GAO/OCE17.1,.1): 

124, DrafWhal F&pori C@apnce &am\ent. 
._ 

I 

Page x7.0-7 PoliciedProcedura Manual Febrauy 1994 



C&pus 17.0 
Ecoaomie Policy S8mmcc 
Policy sm 

A 

AppendixI: 
Using Econometric 
Models 

/ 

I 
. , , . ‘ , ,  

GAO economists or consulkts am develop econometzic models to 
address the spe@fic qeeds of an mgnment’s objective(s). Also, 
genml&gesade ecopomic nqde&s are available from a number of 
organdtions. GAO~su~ to +p DRVMcGrsw Ml and WEFA 
models, which can be used to detesmiw the potential economic 
impact of policy alternatives. Both models, described below, also 
permit Ion&terni‘foxws&ing riird &mtlatio~ I 

? 
l DRIMzGnzw Hill Quiz-JJ Model of the U.S. Eammng. This 

m&d ped@ for==W! pJ d-b, wwm@ mrpply, pfi-, 
incomes, inten\ational trade, industrial detail, interest rates, ahd 
fmancid flows. ‘he domertic spending, income, and tsx poliw 
sectors in the model portray the central*ular flow of economic 
behavior that& measure&by national income and product duxohnts. 
The model reflects tmde and capital 5ow linkages by using foWgn 
and domestic prices, output, interest rates, and rates of exchange 

l TM W’FA Group U.S. Chart& MO&$. This model is.useful in 
macroeconomic forecasting. A &Mite model provides additional 
industry detail, including approxinaatejy 150 indexes of industrial 
production. The model’provides comprehensive sectoml detail on 
consumer spending, business investment, employment, imports and 
exports, inflation, fmancial market activity, fiscal policy, and 
industrial production. 

GAO economists also have developed models that can be updated 
for reuse. Examples include the following: 

l GAO Daiv Sec&wModel. This model is to analyze the effects of 
alternative government policies on the domestic dairy niarket 

l GAO Long-Term Policy Model. This model is used to analyze the 
long-run effects of changes in federal spending, tax&, and budget 
deficits on saving, investment, and economic growth GAO added 
the government sector to a framework developed by economists at 
the Federal Reserve Bank of New York, which enables this model to ‘.. 
depict various policy initiatives, such as changes in defense and 
health care outlays. - 
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Chap& 18.0 
Obw Legal Am&tame-Policy Summu 

EvalW-in-ch4rge ad assignment manage 8re responsible for 

l contacting attorneys early in the 8ssignment to as&s the need for * 
legal yvolvement and to anange for attorney participation, 

l an&zing assignments for legal content and arranging ai&uney 
a-J-n=, 

,_- / d 

l establishing working arrangements that @mote te+nwork in 
dealing with legal issues, 

l keeping attorneys informed of assignment pro- and inviling 
attorneys to key meetings, and 

? 
l obtaining legal clearance of communication products and 

participating with attorneys in resolving issues affecting clearances 

Pa#c 18.0-9 Polici&rocedwc MUI~~ November 1992 
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.,,. G. ;: 
l &khsshnce,, +roughtx~ tijeiprious phases of an assignmen 

.‘j ,ti~$fu&q G p+ur$s do not miss+% .$e law and that legal 
” ,I . . . que+ip~~ &ed by &dit/e&+i& work &e efiectively resolved; 

‘and, 
,: 

,j ,,_ ‘.“,I i 1 . ...’ 

l participate in legislative d&&g. 

‘, &GC provides clc& itippbrt ih piog&h divisions and’&es. L 
Appen$xIs umriu&es the a& &kngclose coordir&ion ’ - 

’ between OGC and diVisions/ofkes. CkC organizational units, tider 
a senior asso@te or associate.general counsel, have been assigned 
pr6i*t$ responsibilit@ 85 ~0110~s: .,’ 

l Acco+ing +nd financial management. ,a 

l General government ‘. ,. 

l Human resources and p&gram evaluation’methodoiogy. 

l National secuky, international afrairs, and information management 
: 

l Resources, community, and economic development 

Interpretation of 
AudiUEyaluation 
Authority 

OGC interprets legalrequirements affecting GAO’s work This 
includes advice to clarify the scope of.GAO Uhokities so that aU 
requirements are met and restrictiqns we nqt exceeded. 

Page 18.1-l Policies/Procedures Manual November l982 
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Chapter r8.1 
Roeed- for Legal Support 
for Audl~valuaUom 

/ .-- 

‘) 
, 

If, during an assignment, GAO’s authority is questioned, s&&f should 
contact OGC for a&stance. Attorneys can also help resolve such 
mattelsasac- rds problems and questions bn how to 
handle congressional requests for audits of 8gency activitiesthatare 
statutoxily exempt from GAO’s audit authority. 

Assistance on A~o~eys help in developing findings, q?n&sions, and 

JWgnments 
recotiendatiohs to &Are thai they are legally con=ecL The 
relationship between auditoxs/evalu$ors and attorneys works best, 
when it is chprocterized by teamwork. 1 ._ .:,. .::I’ .,.._ ,,. .,,.,’ : 
The extent of attorney ink&rnent in any assignment~deperds on its 
nature and assignment objective(s). It should be de&k&&d by 
auditorde\iPluatirrs and a#bme$s on a -bye basis. 

Attorney qflcipation may be limited $3 final nrview of the 
communication’product wkn tfie 8ssignmnt involves no significant 
legal is&s. Start-to-finish attorney participation is required when 
assignment’objectives involve signifkant Jegal issues. Attorney 
participation early in an assignment is ~~Gcularlv helDfu1. since the 

-  .  I  

significance of,legal issues r&y not be -readily apparent. . 

Identifying the Extent of 
Attorney Participation 

Early in the design phase, staff should consider how attorneys can 
hel$ti-klyze laws and regulations that are mat&al to assignment 
objectives. That ana&& is an important piut of GAO assignments. 

A#omeys can help auditor&valuato~ ‘in a variety of ways 
throughout an assignment’ For examfile, they can 

l identify laws knd regulations relevant to an assignment’s objective(s) 
and determine legal issues that should be addressed, 

l help develop an approach for collecting infomuttion needed to 
address legal issues, 

l make determinations on legal issues and help integrate those 
determinations into the product, and 

l help develop legislative recommendations and draft implementing 
language. 

: 
During the design phase, arrangements for attorney participation, 
including timing and methodology, should be made. Attorneys are 
responsible for ensuring that their assistance is timely, relevant to 

Page 18.13 PolieieclProcedures Manual November 1992 
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Procedurea for LeW ,supp~e, , 
forAudltJEv&utAoin ,. 

., 
asdgnment object&s, and r&a&e. Mee@ig thiS &bnsibility 
mquikeirly knowledge of what will be expected of them and when 
it will be needed. 

-.Staff should keep attorneysinformed during an assignment 
Likewise, attorneys should give auditors/evaluators information 
aboutthe assignment as it affectstheir work. 

I 
,Wle t&attorneys’ p@maryrole,~.to advise on legal matters, they 
may have other insights that can help meet assignment objectives. 
This is particularly true of complex subjects that cannot be 
compartmentalized between legal and other isues. The relationship 
should be one in which attorneys feelfree to make such 
contributio,ns. .Ir ,. 

Product During product development, attorneys can draft portions of a 
Preparation/Review -‘\ pro@ct or perhaps prepare alegal -analysis for inclusion as an 
of Communicaton appendix., The extent of their uarticiua6on in product 

Products ~ .,_ development depends on thenature and scope of their participation 
.F ,I. during theass/g~enl’and:thel~fn~cance of the legal issu&.“ ,‘,. 

A mqjor OGC role ‘is reviewing communication products for iegal 
correctness and granting legal .clearance when warranted. Formal 
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legal review and clearance should generally be completed in 5 
workday. 

When legal issues m involved, OGC ckarance is required befOE a 
product is released for agency comment or to a coWes8iod 
rapester. Depen’@ing, on the serkiti~ty of the issues, advance 
c+uy?e ,my be ,Jsefill in other c88e8’ ; /. ,,’ .,‘, 

Fomial legal clearances for both advance and zinal rcvjc~ re&ea 
copy of the d&f& along’with the ap~ro&te clearance form. If 
assignment staff and attorneys hive worked closely on an 
assignment, formal product c+ance should be routine. 

Since formal &arance constitutes OCCS agreement that a piudud 
is appropriute for outside release, the ‘product released must be the 
sanie ss the one that OGC cleared. Changes, other than editing of 
nonlegal material, should be brought to OGC’s attention. 

,’ 
OGC Review of Attorney’s Attorneys are responsible’for ensuring that the advice they give can 
Assignment-Related be relied’on and, when appropriate, for obtaining higher-level OGC 
Advice review. Higher-level review is most necessary when legal advice 

could signiticamly affect the direction of an assignment or its 
findings, conclusions, or recommendations. 

Bill Comments Comments on bills are an important form of GAO assistance to the 
Congress. These comments are provided when 

l they are requested by a committee or a Member; 

l GAO’s authorities or responsibilities would be affected by the bill’s 
passage; and/or 

l GAO has information that would be useful to comrnim or 
Members in considering or modifying the bill, including possible 
changes to help accomplish intended objectives. 

OGC works with the division responsible for providing bill 
comments. The OGC attorney gives legislative history infomkuion, 
which may include prior comments on similar or related bills;, 
provides requested. counsel; and reviews proposed comments before 
issuance. After release; the bill comments signature package is 
stored in the B-files. . 

, -\.~ 

Y;., i 
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12.10, ?Recommendations.” ‘.) : 
., ,,..I :’ ~I_, 

12.13, -Ensuring Product Quality.’ : 

12.18, ‘Ckkunents on ~Legislative~Bijls.’ 
‘, _ ,a I,.‘. ..I. ‘,‘k . - 

GAO Or&z’s .’ 
Ol3O.l.10, ‘Office of the General Counsel.” ./ ,. j. II .. ,‘, ;,,: 

‘5 .O 140.9.10, “Delegations and! Aueo&ations for the Offxe of the 
General Counsel (OGC).? :, ,, 

‘, 
3 

.  .  

Other Publication ~ComDllancews~ 
(GAOIOP4.12). ._, 

‘. ,, .>, . .._ ,.. ,,.* -. \,.T., ., _ .- * .‘:! 
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AppendixI: 
summary of 
Requirements for 
OGC Review and 
COnSuhtion. ,;' 7 .,, i( 
obtaining A&ss l OGC is the centml point for kling access~records problems. 
to Information When possible, OGC works with division or regiorial management to 

resolve problems informally and, when nccgsary, drafb for the 
Comptr&r General’s signatum a formal demand or subpoena based 
on ‘kpecifications provided by, the Wue area director. (See ch. 7.0, 
‘Obtaining Access to Informatior+Policy sumnuuy,’ p. 4.) 

l ln sixiie ciasei, GAO may not be able .to comply with a request 
because it may not be within GAG’s jurisdiction OCR and OGC 
should be consulted. (See ch 3.1, %uppo&ng the Congress- 
Fkspondii to Requests fq Audits and Eval~ons,” p. 9.) 

l If the issue area director (or regional manager) de&Mines that 
prompt access to records that have been delayed or denied is 
necessgy, he/she should immedia@y consult the OGC issue area 
attorney. ‘Ike issue area director or the regional managei and OGC 
should consult with the division head to reach agreement’on the 
vaxious strategies that might be pursued. If access is not 
forthcoming, enforcementaction should be considered by division 
management in close consultation with OGC. All proposed 
enforcement actions should be submitted to the Special wt to 
the Comptroller General for review. (See ch. 7.1, ‘Obtaining “Access 
to Information,’ pp. 2 aq@ 3.) 

l Any question concerning GAO’s right to access records should be 
promptly referred to OGC. (See ch. 7.1, p. 2.) 

l Any decision to use Gk)‘s enforcement authority to obtain ace&s to 
f&or& will be made by division management in close consuhation 
with OGC and &ill be reviewed by the Sp@al Assit to the 
Comptroller General. (See ch. 7.1, p. 3.) 

l NC will advise on the implications to future access rights of a 
pledge of confidentiality and on the way it should be worded. 
(see ch. 7.0, p. 2.) . 

.- 
q!e te.1a 

l Before a pledge of confidentiality is offered, the matter should be 
discussed with OGC. (See ch. 7.1, p. 4.) 
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SedFds for F’@@aL~udit;sy’ p. 2.) .. 

; c f, ,..OGC qhc@d be consult&for: appropriate reporting of 
nqncomplie,ce Iwith :iawsand ,reg@ations and before other actions 
arc,taken. (Z@ ch.,.4&p. j0 and ch. Rr3{ p-.4.) 

2’ .’ 
DevelopingF’indir& 

::“,.>,) ‘,’ i . 
l In developing reco&kndations to seek recovery of overpayments, 

Conclusions, and ;OGC s&u&j be copsul@d. (& N.. 9.1, ‘Procedures for Developing 
Recommendations F’i~ciirq+ Conchujqrq &xorn&$n$$ions, and Matters for 

/ Congression+ Cons@sGig,,“~p. 8.1 : 
, :  ‘..$’ . / ,  

, . . .  

l ~ecoxrune~&$i~~~p~&ing &&or modified legislation should be 
coordinat.& ‘kith 066. (See dhi 9.1,‘~. 7.) 

,, ‘. I..’ 

l OGC should be &&x&d on all, &isI@~~ recommendations: be 
involved in nketings with conwional M-to discuss such 
re&mmend&ons; heip decide whether it b ?ppropriate to transmit 
specific legislative @ng+ge; a$, whe&+ppropriate, prepare the 
language. (See Q& ch. 12.10, ‘Re&&tzvdations,‘-app. I, p. 8.) 
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Handling Sensitive 
Matters 

‘roduct Review 

Chapter 18.1 
Procedw for LesakSu~pon 
for AudltdEZnl~~tiona 

de. 
l Wheti gkicipated GAO. work involves issues that have pm&yessed 

into litigation or are being recommended for litigation, GAO should 
determine the effects its continued involvement might have on the 
litigation and, ss appropriste, discontinue work. Such decisions 
should be made in consultation with OGC. (See ch. 18.1, 
-Procedures for&gal Suppoxt for Audits&ahtations,’ p. 9.) 

l While GAO prefers not to abe& &sues~in litigation, all such 
decisions should be made after ,$XuIsUlting OGC. (See ch. 19.1, p. 9.) 

l Matters to be referred to the lkpartmexit,of Justice notmaRy should 
not be discussed without prior spproval ofOGC. (See a, ch 12.15, 
‘special Considtion and Handling of Classifted, Restricted, snd 
Sensitive Information in GAO Products,’ p. 3.) . 

)/ 
l GAO products should not express opinions on issues to be resolved 

by the coum unless there sre ~mitigating’ drcumstances and prior 
OGC approval has been obtained. (See Q& ch. 1215, p. 4.) 

l Whenever a daft or final product discusses or expresses an opinion 
regarding ongoing litigation, the specific wording must be approved 
by OGC. (See GM, ch. 12.I5, p. 4.) 

l Generally, all draft products should be coordinated with OGC. . 
(See ch. 12.0, ‘Communications Policy,” p. 5.) 

l When requesting OGC review, divisionsloffrces should send a copy 
of the draf& support documentation, ,and either a GAO Form 124 
requesting advance review or a GAO Fotm 319 requesting final 
review. (See Q& ch. 12.13, ‘Ensuring Product Quality,? p. 10.) 

l One of the requirements for releasing draft products is that OGC has 
cleared any product that Contins legal issues, inciuding issues in 
litigation, interpretations of legal requirements, and legal 
conclusions based on facts disclosed through GAO’S work (See a 
ch. 12.11, “Agency Comments,” p. 6.) 1 

l OGC must review all products before issuance. Depending on the ’ 
sensitivity and/or timing of the product, OGC should also be asked to 
review the prod& before it is sent out for comment or released in 
advance to a requester. OGC is available to provide advice and 
counsel during the assignment. (s”,,~h. 12.0, p. 6, and B, ch. 12.13, 
p. 10.). ” 
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Video Products 

Testimony 

Comments on Sib 

l scripts for all video reports should be reviewed by OGC to ensure 
that any potential legal issues (involving privacy and copyright 
issues) zwe resolved before production and that all releases are 
obtained. (See a, ch. 12.16, “Video Prod~cts,~ p. 6.) 

0. All video products should be reviewed by OGC, including those 
obtained from external sources. (See a ch 12.16, p. 10.) 

l The General Counsel and other top officials review all tcsrtimony to 
be presented by the Comptroller GeneraL OGC also revkws aU 
testimony to be presented by other GAO officisls. (See- ch. 
12.17, Testimony,’ p. 5, and ch. 3.4, p. 1.) 

l Bill comnients must be reviewed by appropriate &&ion/office 
ofkials, OCR, ,and OGC and must be independently referenti 
(See ch. 3.4, b. 3.) 

l Bill comments are reviewed by OGC before signature. (See a ch 
12.18, ‘Comments on Legislative Bills,’ p. 4.) 

\ 
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Advisory I&l O@inions 
.: 

,’ 
:., : 

OGC pepareS edvisoq legal’opi&ons&‘the request of congressional 
for the Con&es. comniitteks oi Membi&. ‘ti ad+is@y opi+on informs the Congress 

of GAO’s views on a &ific tir brit hti no bind&g effect 
)rpyever, if the opinion acJdreas~ m+ers NM GAO’s settlement 
jurb+ioi, it is tantamoufii’icj a ComptroKer General Decision. ’ ’ 

Material covered by requests may relate’io GAO’s evaluation work 
Requests often involve legal &erpretations of statutory requirements 
that are significant to GAO,evalu&io& They include requests for 
@i&We lang+ge;.For pending oi p~qwsec~legiSl&ti~n~b;eiiy: Y: P ._ 

‘. ‘) ::. 
coiisidered iir response &I GAO evaluaii% (Legislative drafting is 
discus& inch. 18.1.) 

i- 
.’ L\ ! 
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Chapter 182 
Other Ofllce of tbc 

Evaluators who receive a request for an advisory opinion from a 
Member of the Congress must contact OGC promptly. 

‘~mp&dlerGeneral ‘As reqdred by iaw, Comptroller General Decisions are issued to 
kcisicge he+& of departments, independCnt’establishmen&, disbursing and 

ixdfybg officerk,“hnd private parhs. GeneralIy, the decisions m 
into one of three areas-appropriations, personnel, and procurement 

/-.. .,,, ,I 5” )., I : 
l Aj?phphtwsm p~yimrolvequestionsfromage& . 

offkials conct+it@the propriety of obkgating or expenc&ng federal 
‘funds. ‘- 

,, 

l lIewise cm persomrel mat&k msinly involve questions about the 

entitlemeni of civil% e~plo~‘~d’rriilit&y personnel in au& 
are& is #ay and trash reimbursement. 

gal Actions 

l F9omwmt decishs pknaiily cover ihe proprie@ of federal 

contract awards, inauding p rocurement bid protests. OGC &m 
issues relevant’to the contested procurement and renders decisions 
on behalf of the Comutroller Get@. 

/ ,, ,! - 
In some cases, GAO divisions receive congressional requests 
concerning matters that are being or have already been considered 
by OGC under its bid protest jurisdiction. If such requests are 
received, evaluators should be as heipful as possible to the 
requester’s needs without reviewing matters covered by the bid 
protest At times, work canbe don6 On otlihr aspect&of the 
procurement to meet the requester’s needs. All such work should be 
cwrdimt& w&h MC.. ” ” ‘. 

More information on handling congr&&onal requests involving bid 
protests isincluded in chapter 3, ‘Supporting the Congress.’ 
Addiuonal information on the bid protest process czm be found in 
O&s publication entitled Bid. A De&nfi . 
(Fourth Editiop, 1991 j. 

‘ve GUidg: 

OGc’s Legal Seivices Division represents the CokptrolAer General in 
litigation and other legal actions that concern GAO’s responsibilities 
and operations. 

Thisincludes: 

l Cases aff+g Glib thai .kre before the Personnel, Appeals Board 
and the D.C. Workmen’s Compensation Board. 

l Contests re!ated to GAO’s legal jurisdiction. 
‘.. 

‘I 
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CiAptcrlR2 , ‘I 
Other orne 0f the ,, :,. 
Geaurl Counuel~oarpOnmlbIUtkm . : : 

l Contested GAO procurements. II ‘.. 
.,I ,:s- ‘., 

. &f&&&t of&b- ,: ,,: ,.: ., ,) ., ( ,“_ : ‘, ,,‘ . 

i,,.~ 
OGC~s+ounting and.~~ciaLManagemeni Group is responsible 

8, for ~~GA;O.~reviews~requimd by statute, such as the 
Impoundment Control Act a&the Deficit Reduction Act 

,, :.‘;‘!l’:ii.,..:‘~ “,, :,,,, y .>$, ,:,‘::j;; ” ‘ I . . h...i5 yy,,,,L,&;p > .,( ,“” ,.: . . ,.‘ I,,, :c,: ; 
Guidance on Employee OGC skts GAO employees about applidde codicts <intenst, 

,_.. 
i 
4 

functions, and responsibilities to the Congress. 
,: occ’i w,&$g&r ‘.. d~DiF.ib’L&&~~~ ti responding to recru& ,;: 

and reviews certain OP rekponses. +tters that OP no&ally refers ” 

-’ .,; i 

toOGCinc,ude .“‘&;.:.,,;‘,: .,‘.“’ ‘.<;,1: ..,“I 

’ OGC hzindlesaii’ appeak for requeskdinformation that were 

Impoundment Actions OGC’is the focal @oht fcii carrying out GAO;‘; responsibities under 
title X of the Cqngressional Budget a$%ip&ndment Control Act bf 
1974. That act requires GAO to review, mon+or, and report to the 
CongrW on execuiitie’ bra&h i&&dment actions that afkct the 
expenditure of appropriated funds b$fedeial agericies. 

‘, 
..’ .. OGC reports to the Cohgresj o? th6’stattiA6f impoundmtits, 
w re+sions, .~d.dCierrals;‘-Inprep~~.its~r~~~, OGC-consults 

with re~&encat&s of the ‘&i&n ha&g auciitkvai~o~ 



Ensang ctxnxmy of 
certain Tkles of the 
Policy and ‘Procedures 

Qupter182 
Other Ofllcc of tbc 
Gener8l comnmel Bespoaa1wlltla 

DGCmaintains,,rwiews,Mdupd3;tcsthreeoftheeighttitlesthat . constitute GAO’s ; 
. 

/“- 
? 

MiUGl Thst manual describes for federal agemies GAO’s responsibilities in 
various subject areas aikting thehpemtions. 

The three titles for which OGC is responsible are 

l title 1, khkh adbnses GAO’s powers, duties, and responsibilitiq 
‘, I. .’ .: 

l title 4, which discusses GAO’s authority, and responsibility for 
‘, ~“I”a@udng~ an eman byandagainsttheUnited dd ds 

. .? t 

l title 6, which describes GAO’s responsibilities related to 
transportation services provided to thk federal govemmen~ 

Ielated Mat&&, :I 

kher Chapters 
fThisManuaI 

.A0 OrdersNotices 

15, ‘Other A@t- and EvaluationTRelated Pokier.’ 

16, ‘Performing Investigations’ 

0130.1.15 ‘Office of the General Counsel.’ 
P 

0140.9.10, ‘Delegations and Autboridiorp for the Office of the 
General CokeI JOG(?).” 

1130.1, Wandhng information ‘hat May Indicate Criminal 
Misconduct bi Se&us Abuse in Agency Programs and Operations.’ 

1160.1, ‘Authorizations and Procedures for Handling Claims and 
Settlements.’ 

X330.1, ‘Avaiiabiity to the Public of General Accounting OffIce 
Records.’ 

154&l, ‘Maiqtenance of the General +ccounting Office Policy and 
Procedures Manual for G&dance of Federal Agencies.’ 

. 2735.1 (A-91), ‘Code of Et&s Including Employee Responsibilities 
and Conduct’ 

:c 1834 PolicicdProcedurea Mumal 



Other Publications 

27352(A-9!), ‘Conflict of Merest and Statements of Employment 
and Fhncial Interests.’ 

* 
. . . c (Fourth Edition, 1991). 

. j (GAO/OGcsG-10). 

. / ,’ 
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